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- I 2265.3; . 

FOREWORD 

Thip Handbook presents minimum policy and procedure guidelines for 
the establishment, maintenance, and development of Regional, Area 
and Insuring Office library facilities. Budgetary and staffing 
limitations may constrain the capability of a given office to meet 
these minimum guidelines fro^n time to time. Nevertheless, every 
effort should be -made to provide adequate s^aff on a collateral or 
part-time basis when permanent ful 1-time .staf fl^TsJfct available for 
the effective performance of the library functiorre set farth in 
this Hahd»t)ook. ' 

It is 'designed primarily for the Regional, Area and Insuring 
Office personnel, a diverse group wi t^ "vary ing knowledge and 
experience in library policies, skills, and techniques. Additional 
guides to organizing %and managing a library . faci 1 ity ^©special ly 
for non- prof ess ional employees, are in Chapter* 12, Library 
Organizational Guides': A Selected Bibliography. 

The relationship between the headquarters HUD Library Division and 
the fi'eld^is delineated. 

Li brar ies swere established In HUD field offices -in response to. 
staff n^eds for documentation and technical information to suppc^rt 
and develop Departmental ^programs . 

, A^ library is herein defined as a place set apart for an organized 
collection of recorded informational mate^'rial in different formats 
ma'intained and developed by ^ qualified individual to meet user 
needs. 

Except where noted, all procedures described are those used in the 
Headquarters Library. Thc^se procedures are exam,)les onlv and mav 
be modified or adapted to meet' the needs of an individual field 
library. 

This Handbook supersedes and cancels the Housing and Home Finance^ 
Agency ' s '"Initiating and Operating Procedures for Regi(^nal Office 
Book and Periodical Collections", April 1962. 

It supplements Handbook 2265.2, Library and Program Information 
Services, September 1971. 
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. CHAPTER 1. GENIAL 

1. REGIONAL LIBRARY MISSION AND FUNCTIONS , A Regional Librai^ should 
prc5vid6 full documentation and technical information services to. " 
support the Departmental programs. The Regional Libratz*ian ip ^ , 
responsible' for accomplishing this migsio^i by;. 

a. Providing full range- of libMry services to Regional personnel 
and outside clientelej 

b. Using information resource3 to assist 'Regional and Area/ Insur- 
ing Office personnel in the execution ^o£ their duties; 

• c. ' Maintaining and developing regiona^y con\preherf6ive collections 
on housing, community development^ and related/ a^ject^;, 

d. . Assisting and having technical direction for the establishment, 

maintenance, and development of Area and Insuring office llbtarl 

e. Managing the libraries by applying general guidelines provided 
by the Headquarters Library, whenever suitable' and feasible; 

* - f. Controling and developing library procedures and establishing ^ 
the professioiial policy and programs^ * - 

g. ' Plannjjig and introducing the most effective system (economic 

and otherwise) for all Regional library .operations and pro- 
cesses; 

h. Coordinating library activities and providing programs, assis- 
tance, technical guidance and support to achieve maximum 
productivity and utilization of the collection; 

. ■ 7 . ^ . 

i. ^^ Providing linkage between the Regional library, Headquarters 

'library, and Area/lnsUring Office libraries; • 

Evaluating the performance of the Area and Insuring Office 
libraries through regular field visits, to determine policies 
and directions for their development; , 

k. Assisting In the selection and recommendation of candidates for 
library positions w|.thln the Regional library network; 

1. ' Preparing budget *for Regional, library network;' 

m. Serving as depository^' for HUD publications, HUD supported 
technical reports, and planning studies covering the Region; 
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Representing the Region pn technical information system 
matters and documentiition vd.th outside libraries, agencies, 
and the public ; 

o. Servlhg ; as principal advisor on library matters to the 
Regional Administrator and his staff; . -s^ 

p. Assisting and advsjLsing communities ^ civic groups, universities, 
^prof essio;ial organizations, private firms, and other outside 
doncerned groups on library resources, techniques, new devel- 
opments, and research in the field; 

q. Making the library facilities available to Pederal, state, and 
local qfficials, other government libraries, scholars, legis^ 
lators,, practitioners,- researchers, business and academic 
communities, citizens associations and other 'groups interested 
in -housing and related topics; 

r. Participating in professional meetings and training programs 
such as the Federal Interagency Fi^ld Librarian's* Workshop to 
keep abreast of new developments in library services. 

2. STAFF FUNCTIONS AND QUALIFICATIONS . It is recommended that the 
Headquarters Librrary, an3 the Civil Service Commission be consulted 
for information on library staff furicticms and qualifications. 

3. REGIONAL "lIBRAR^ ORGANIZATION . The Regional^ library is ^ under the 
general direction of the- Regional Director , General Services 
Division, Assistant Regional Administrator for Administration. li - 
receives general guidance and assistance where needed from the 
Headquarters Library Division. The Regional librarian is respons-' 

j; ible for the maintenance of the Regional Library and technical 
. direction of Area and Insuring Office collections within the ^ 
Regional juris'dictibn. 

4. ' AREA LIBRARY STAFFING . When the Area Offices -were established, 

each was provided with core legal and reference collections. 
These collections h^ve been maintained, in many insteOices, by a 
clerk or legal secretary. ' 

The growth of • Area Office responsibility and staff, following the 
decentralization of more MTD activities, created a need for more 
vital and comprehensive Area library facilities. Some ^.reas have 
begun. to respond to the increased need by hiring professional 
librarians or library technicians. 

5. AREA STAFF RESPONSIBILITIES . Although the Area librari^ or 
technician is under the general technical direction of the 
Regional Librarian, he must be able to function independently. 
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The Regional Librarian should delegate as much authority as 
possible to the Area librarian or technician. The latter 's 
primary duty is assessing the information requirements of Area 
personnel, then ordering, processing, and maintaining the material 
to meet these require^nents. 

6. REGIONAL STAFF RESPONSIBILmES . The Regional Librari ail will ^"^o-^ 
vide technlca,! Assistance to library facilities, in the Region fot 
which he is responsible and remain in frequent comntunication with 
the staff. The Area libraries/collections should be visited on a 
regular basis. This is done to insure a coordinated^ Regiona* Area 
and where needed, Insm'ing Office library and information^network, 

7. INSURING OFFICE COLLECTIO NS. Some Insuring Offices may require a 
small reference and. general collection pending the establishmerit 
a permanent librai:y facility. The Regional Librarian should 
sjupplement this collection with loaned materials when necessary. 



8. • ROIE OF THE HEADQUARTERS LIBRARY . The ''Headquarters Library 
Divisior; 

a. Provides general policy and procedure guidelines for the 
establishment, develo'pnfent and maintenance of HID Regional 
libraries, P^x^^ Office collections, and where needed, "^surin^ . 
Office coULections; , ' . J 

b. Assists by providing information on staffing patterns, qualifi^ 
cations and personnel selection'; ^ v , , 
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c. Rende rs technical assistance in -all facets of librarjN^opetation, 
including personnel orientation and development,^ physical 
planning, specialized furniture and equipment requirements, 
book selection and procuremert^ catalogiiig,' reference,, and 
bibliography; 

d. . <}ives special assistance to newly establi^shed libraries and 

those lacking full-time or professional librasry staff| 

e. Provides support and technical guidance where peeded in any 
aspect of the operations via Headquarters staff visits to 
Regional and Area Office libraries;, 

f . Evaluates the effectiveness of the Regional library network and 
makes recommendations* to responsible Regional staff; 

* • 

g. Orilnts field librarians, especially when newly appointed, in 
Hbadquarters Library facility; 

h. Assists in planning the annual Federal Interagency Field 
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librarians' Workshop which all. HUD field library personnel 
should attend; 

" ■ • /• 

, i. Plans the Basic Library Skills Workshop for non-professional 
field library personnel held at the HUD East or West Training 
* Centers ; 

j- Augments the collections of each Regional Library , through the 
purchase of a selected number of significant books in the 
fields of housing and commurity development; 

Distribute? duplicate Headquarters materials, particularly to\ 
newly established libraries. A sample catalog card acccmpanii 
each purchased item, and in mo^t instances, duplicate material 
as well; , . 

1- Pr6vides indexes and guides to the community develox)mert 

literature via its periodically published series "Housing and 
Planning Referenc^^", A'Book Review", special bibliographies ^ 
and the* "Dictionary Catalog of the U.S. Department of Housing 
" and Urban Development Library and Information Division" in 
* nineteen volumes with two supplements.' (The last item is^ 

availabfe in Regional Libraries only.) 

Assigns one librarian as Library Regional Liaison between 
Headquarters and >its field libraries. In addition to the rfiany 
services provided byall sections of the Headquarters Library, ^ 
this person is assigned nearly full-time to field library 
concerhs, assisting or representing' them in various' activities. 

9. BUDGET CONSIDERATIONS . The irdtial costs. tc be considered in 

establishing a library, exclusive of salaries, include purchase of - 
a basic collection of legal materials, books, and periodicals and 

\ equipment.. Price information on basic law and getneral books as well 
as periodicals may be found by consulting the soitces listed in 
Chapter 4 , Aquisition of Material. T 

10. ANNUAL BUDGET FACTCRS > When estihiating'future budget requirements, 
allow for price increases for bpoks, subscriptions, equipment, and 
library supplied, since costs are cor;tinualli^ rising. The follow- 
ing are some of the key factors to be considered in yearly budget 
planning: 

a. Acquisition of new legal materials, books, >eriQ(dicals, iroLcro- 
forms, etc. » ^ 

\>. Maintenanc e of ail library materials (including subscriptions,*' 
revisions ard updating services) 

c. Blndinj? and-repadr 
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d , Equl pment " \ . 

e. Travel expenses , including official travel to the Headquarters 
Library for orientation and training/ to professional meeting^ 
and training workshops such as the Basic Library Skills 
Workshop and the Federal Interagency Field Libraries' Worksi^op, 
to learn fundamental library procedures and keep abreast of new 
developments in. library services, and reciprocal visits between 
the Regional Librarian and Area and Insuring Office library 
personnel for training , evaluat Ion , and support purposes. 
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CHAPTER 2; EfflfSICAL PLANNING ^ • " ' \ ' . . 

11. \oCATION., Experience has shown the location 'of the\^i^ary mu§t b§ 
chosen Carefully. - An attractive, convenient space promotes user 
irlterest and stimulsltes regiJlar use of the library.. ThiB selection 
of^an unattk-active, out of the way spot adversely affects library 

'^service. It is desirable to select an area near the legal staff 
i as they nee^ library materials as essential working tools more , 
immediately and frequentlj^ than pther staff. 

12. SI^. Most' newly established Regional libraries have' a minimum of- 
* IJOOO square feet; the Area facilities a minimum of 500. square , 

' £eet, and Insuritig Office facilities a, minimum of 250 square feet. 
Where dUditlonal SRace is, available , the library space should * 
in9rease*as the col lections 'expand and clientele and library st^Jf 
increase. • . 

13. PLAN NING THE- PHYSICAL LAYOIIT of the* li-brary dhould-be the respcnsi-- 
billty of the librarian. /working with HUD management persbnnel, 
the librarian should make s scale floor plan of the proposed^ 
library area showing such itps as doors, windows, piLLare, 
elecfrical outlets and other perms^aent figures. The librarian 
ihould'expei^iment with the space alloted to acbdeve a layout that, ^. 
is functional and efficient. Frequently a library supply firm 
will assist in layout planning without ar^ obligation. 

At 

To facilitate space planning, the library may be civided into four 
main areas - reading, stack, service, and work. 'To best utilize 
the space ayailable, it may be necessary to combine two or more of 
these areas. 

a. Thfe Reading jlr ea should have an adequate number of Tables apd/ ' 
, or carrels, placed to provide ma>Jinum ppivacy, illumination, 

and n6ise control. Space allowance for 5^pach reader jiepends on 
the type of seating selected., Tables, 60" x 30" can accompdate 
four readers satijsfactorily. Carrels, 36" x f24" and: enclosed 
on three sides give privacy and adequate work space for each 
reader. Passageways of three to four JFeet should be allowed 
' between seating. V/hen planning this 'area, de^Terinine ^rmal 
use (not peak load) to insure efficient utilizatibn^of\ reader 
space. ^ 

b. ^lanr^ng the Stack Area requires an estimate of the shelving/ 
^ necessary to house the present collection with allowances for 

^ expansion. Eight books per linear sKelf foot is often used to 
calctaate stack capacity. (This measurement varies from six to 
twelve books per shelf foot.) The figxare is based on a 
standard' shelving section consisting of seven shelves, each 
three feet jcLde, holding ninety volumes with allowance for . 
' growth; .As this figure varies according to the type. of 
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Figure 1 f 
^ - F.loor Flan 
Dallas Regional Office Library 
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collection and avera^-^e voliime size, many ^ librarians measure 
a linear shelf foot of books from their existing collection 
and base their estimates on. the resulting number. 

Floor loading requirements must also be considered in stack 
areas. Most office buildings will have standard flo^ 
loading rates of 125 to 175 pounds per square footy 
^ Consultations with building designers or operators will 
' dete limine adequacy of library stack loads. Where possibL 
.stacks should be located aear bearing walls and supportln 
columns to aliov/" maximum ' weigh t distribution, 3pace betw 
stacks varies from thirty inches to five'feet. 'The avera 
is three feet, . « • # 
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c. The Service Area generally houses Reference and^ Circulatij)n , 
It shoulci be placed at the entrance^to the library for 
reception, service, and control purposes. Sufficient spaj^e 
will be needed for such, items as the cai'd catalog, display 
racks, reference collection, dictionary and atlas' stands, 

■ , charging a-nd/or reference desk, etc, (Se.e Paragraph 14, I 
- subparagraph f. Equipment Checklist) Each staff member r^ 
quires a desk and comfortable chair. If this is a combina'lion 
service-work area, space for typewriters, work tables, file 
cabinets, etc, is also" necessary, 

d. • The' Work Area is space- not normally used; by the .public. It i^ 

a room, for the staff, where they may order', receive, and_ 
catalog library-materials. In -a ReKional or Area library*, 
it may be necessary to combine' the staff and work areas, . 

e. . A Sarr.ple Floor Plan 'of the Dallas Regional library 

facility . ( Fi^re l) is included in the exhibits. While not a 
model layoit', it? is a good example o*' library planning and 
design. . ^ " 

FURNITURE AND EQUIPMENT. With the- exception of certain ' ' 
specialized .equipment, library office furnishings are like those ^ 
oT any business office. They should be attractive, durable, safe^ 
and maintenance-free, * - 

The spevcialized equipment - shelving, card catalog, s tudy carrels , 
etc, - is discussed below, A checklist 'of the* items needed to 
establish a library fB.'ciIity is at the end of this section. This 
equipment as well as other library furnishings may be ordered ^ 
through library supply firm&^uch as Demco Educational Co'rp,, Box'- 
1488, Madison," Wis, 53701, Gaylord Bros,, Inc^, Box 61, Syracuse, 
N,Y, 13201, Remington Rand, Library Bureau Div,, 801 Park Ave,, 



Herkimer, N.Y, 13350, and' the ^'F-ederal Supply Scheaule* 
Group 71, Part 13, /Library Furniture - MetaL and 'Wood* 
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latter can fill the library's special func'^ional needs, 

a. Shelving , In a libraryi "adjustable steel sl^ie^lving is more 
practical and efficient than' conventional, bookcasesv ^ It is 
flex\l?le, durable and reasonably priced, ,A > standard 'section 
of steel she'lving is seven feet, six inches high, three feet 
wid^ and has seven she Ives , ^ Ten-inch-deep shelving with a . 
twelve inch base for stability accomodates most average-size 
books. Ten inches is thje nominal depth figured from the 
center of the range to the edge of the shelf; thereftore, its 
actual depth is nine inches. 

There are two basic types of shelviitg : , * , 

(1) Bracket - shelving suspended from a pair of uprigH^s~~^5y 
brackets, ^ ^ 

(2) Standard or sheet metal - shelving th^t slides into, slots 
in the end panels, " ' ^ * 

The bracket type has teen fojund most effective for- HUD LibraiTy 
materials. It is simple,, flexible, and less expensive,' Costs 
will vary according ^o the type of finish and end panels 
selected,. Wood end pai?iels are desirable for appearance, 
stability and noisp control, , 

When ordering shelving, specify single-or double-faced, 
(Dout^le-faced is shelving placed back t(o back to form 
double ra/iges , ) -* 

b. Book Ends , The* most .commonly^ used book end is a sheet of 
metal with a U-cut in it, THe U-tongue is bent so it fits ^ 
under the' books , and supports them. These can be obtained 

*with a composition cork or urethane covering on the base to 
hold the booka more securely , prevent sliding, and keep the 
shelves from bein^ sc(ratched. The large size provides 
maximum support , 

Wire book ends that may be inserted in the overhead shelf are 
available from some manufacturers. However, they are usually 
difficult to insert, adjust, and often damage paper bound ■ 
publication^, a large part of HUD collections, 

c. .The Card Cat>alo^^ is an essential piece of library Equipment, 

A new Regional library should order a fifteen drawfer unit and 
leg' base , / ^ / 

d. Carrels , provide pr>vate, functional etudy units for libraries. 
Most acfe designed to be used singly or combined tp provide 

— ^ % 
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space for two or four persons. They are usually 36" x 2^*' 
with back ,and side panels as high as two .feet. Both carrels 
and tables should be chosen T orn thei%r resistance to stain and 
wear. They should not have polished 'surfaces that -will 
reflect the light ^in to the teaders* eyes nor should they be >. 
so dark, thdt reflected light is poorly -distributed , A X 
laminated plastic surface is relatively maintenance-free am. 
can.be ordered with a finish that eliminates gl^are , 

Display Racks , Slanted shelving is o-ften used to display 
current bpoks and magazines. It is possible to purchase 
combination periodical display and storage shelves. Older 
journa'l issues are stored under the slanted shelf which lifts 
and slides back into the unit, 

' 

(1) Ma^azyie" racks wit/ five or six compartments of Varying 
depths are also available. However, if journals of ^ 
different sizes are filed alphabetically, a smal\ 
magazine can be lost in one of the deeper com^rtments, 

• » 

(2) A newspaper rack or stick holder is convenient for 
displaying the latest issues. In one variety, newspapers 
are secured by six wedge shaped wood sections held togeth- 
er with a heavy rubber ring; another us^s an aluminum . 
stick with pirls. The sticks are then attached td a holder 
or hung from a rack. * ' * ^ 

Equipment Checklist ; 

(I ) • Shelvin;^'; * . , ^ . - 
(?) Shelvln.^ La^^^er . . * • ' • 

(3) Step Stools 

{h) Book Trucks. ^ 

(5) Card Catalog 

(6) Charge File * 

(7) Visible Card File • ^ * ' 
■ (8) Carrels (3) -and/or 

'(9) Table (60" x 30") and Chairs ^ 
(10) Desk (60" X 30") and Cha^r ' 

(II) Typist Desk (60" x 2^") and Chair 
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(12) Telephone(s) \ ' 

(13) Electric Typewrite r(s) 

(l^) Work Table(G) ' , * - ^ 
< * 

(15) File Cabirlfet(s) 

(16) Book Display Rack 

(17) Periodical Display Rack 

(18) Dicrtionary/Atlas Stand . 

(19) Bulletin Board 

(20) bfall Clock • 

(21) . Rug ■ ' 

(22) Cos turner, Waste paper Baskets, Ash Trays, etc, for 
reader use % • ^ , 

Other usual office equipment 



\ 

\ 
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' CHAPTER 3. THE COLLECTIONS ^ ■ 

15. SCOPE. Regional and Area libraries should contain information on 
HUD, its programs, activities^ and areas of "interest . Building 
the collections depends on the individual requirements of each 
library facility. Special character* and jurisdictional needs 
should be studied, carefully" before establishing . the collection 
policy. Once established, the scope and adequacy of the ^ . 
collection must continually be evaluated in view of changing 
organizational interests and new program developments. Key legal, ^ 
administrative and program staff should be consulted as to their 
needs. , ! / 

16. ' Small CORE COLLECTIONS were ':procured by "the Headquarters ^ ♦ 

^Library for newly established Regional and Area* Of f ices . All 
Regional and Area. Off ice libraries sh^ould include these basic 
collections plus materials sent subsequently, curre-ntly is^^^ed 
HUD publications and pertinent HUD sponsored studies including 
Demonstratiort Grant, research, Comprehensive Planning' (7OI) 
Reports,' Model Cities Plansi, etc. 

17. SELECTION GUIDES , The following can also be used as selection ^ 
glides : 

a, "Housing; and Planning Refere^nces" (subject coverage and titles) 

b. . " Dictionary Catalog of the U.S. Department of Housing and 

* Urban Development Library and Information Division" issued 
by O.K. Hall and in par tiCAjL^r*, the up-to-date supplements. 

. c. " Information Sources in Housing and Community Development" 

d. ' Bibliographies and ©their publications of -the HUD Li^brary and 
Information Division 

Further ^detaMs may be' found ij^ Chapter 4| - Acqu^isitloh of ^ 
Materials and Chapter ? \ Reference Service, Paragraph 96, 
Information Sources. ^ 

18. The SIZE of a collection, like its "scope/ is dete^rmined by i^;^^ • 
purpose » the needs of its users, and its budget. 

19; ORGANIZATION > The HUD Library collection is divided into smaller 
entities by content or form. The following are brief descriptions 
o{ some of ttiese categories. For a comple-te listing, see 
Issuance 2265.2, Library and Information Services, Chapter 4, The 
Collections, as these divisions may also be useful for Regio.nal 
and Area libraries. - ^ - 
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a. ' General Collection - books (other than law), pamphlets, 

documents, and^ technical reports, 

b. Reference Collection - sele6'ted publications useful in answer- 
ing reference questions. They are primarily dictionaries, 
biographical directories, triade directories, encyclopedias, 
and periodical indexes, / 

c. LaW Collection - treatises, state and federal statutes, 

/ regipgal reporter series, law periodicrals , la.w reference 
matef^-als, etc, ' * ' 

d. Periodical Collection - publications issued two times' a year 
or more often, ^ ^ 

e. Com^ehensive Planning R'epQTts - reports prepared by state, 
^ - 'metropolitah and local planning agencies under grants from 

HUD for Comprehensive Plan^n^ng Assistance under Section 7OI 
of the Housing Act 6f I95^,"'"^s amended, 

f . Folios - oversize books and report^s, 

' g. Vertical Files - booklets, pamphlet^, etc, email in size or of 
a fragile or ephemeral nature,, 

20. CONSOLIDATION, All collections, general, reference, law, «etc,, 
should be housed in one library for convenience,' control, ease ^f 
maintenance, and to avoid duplication. 



-.21. Constant MAINTENANCE is necessary' to preserve the usefu-^In^ss of 

library collections. All materials should be promptly returned ' 
to their proper place after use, collections ch'ecked regularly 
to maintain them in correct order, and if possible; inventoried 
to replace or withdraw damaged and missing items, 

. To assist the users, locations of the various collections should 
be clearly indicated and each range of shelving properly labeled. 
If possible, the shelves should be only half full to prevent 
crowding and avoid frequent shifting.^ 

a, Iiooselea!f materials such as pocket parts, inserts, additions 
and the like should be filed immediately to Keep publications 
up to date, 

■ 

b. Circulation conthols should also be maintained to enable the 

librai(y to serve users effectively. Accurate records should 
reflect the disposition of each item not on the shelT, 
. (See Chapter 8 ,^ Circulation for further information on 
circulation records) 
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CHAPTER 4. ACQUISITION OF MATERIALS 

22. The ACQUISITION PROCESS is a continual selection of record^ 
materials relevant to the needs of the organization and its/ 
client groups. It includes the procurement of individual items 
requested by staiEf members. Where possible, these needs ai;e ^ 
anticipated^ and m^aterlals procured in advance. Procurement of 
all publications must go through- the Regional, Library. 

23. SELECTION SOURCES . Following are some general - sources that should 
° assist in locating suitable literature, both purchased and free. 

For more complete information, consult HUD Library Division's 
"Information Sources In Housing and Community Dievelopment . " 

a. Books ! Some sources used in book selection include: Publisher's 
Weekly" and^ "Weekly Record" , recommendations from the staff, 
publishers* catalogs and announcements , bibliographies , ASPO 
"Planning", news releases, reviews in trade and professional 
journals, HUD Clipsheet, and HUD Newsletter. 

V . >. ^ 

b. Periodicals . Information about periodicals, including 
subscription pi;j.ces, may be found in the "Ayer Directory of 
Newspapers and Periodicals", "The Standard Periodical 
Directory", "Ul rich's International Periodicals Directory", 
the'Stibr^ry of Congress' *'Mew Serial Titles" (does not ' 
include prices) and "HUD Libcary Periodicals List" (does not 
include prides). 

c. Government Documents . . The "Monthly Catalog of U.S. Government 
Publications" publishe^^ the Superintendent of Documents, 
U.S. Government Printing Office lists government document? 
State agencies usually issue a checklist of their publications. 
For example, the California State Library publishes "California 
Publications". The Library of Congress issues information on 
state documents in its "(Monthly Checklist of State Publications". 
Commercial) indexes and announcements of municipal documents 'also 

^ contain information on Federal, state and lodal government 
materials." ' 

d. Clientele .' One of the best sources on what to procure is the 
/ -library's clientele. A small facility, especially, must* rely 

hefivily on suggestions from the staff it serves. In some 
organizations, subject specialists are asked to scan technical' 
journals in their fields for possible acquisition items. 
) 

24, VERIFICATION . Before acquiring any item, verify the author, title, 
publisher, and price in an appropriate source such as "Books in 
Print" or. the "Ayer Direc tory". Then, check the card catalog and 
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Figure 2 



U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 

REQUISmON FOR 
SUPPLIES, EOUIFj^ENT. FORMS, PUBLICATIONS AND SERVIC€S 

(Set Inslfuctions on Reverse of Lost C6py) 



i CONTROL NUMBER 



DCLtVCR TO 



NAME 

/ 



K1 i.H PrppiT^a n 



DIVISION AND BRANCH 



ITEM 
NUMBER 



ROOM NUMBER 



TELEPHONE NUMBER 



BUI LOINO 



DESC R I P T ION 
(Uoublr Apace between lines J 

i ^ : 



Wagner, Rif^hard Edward 
' • TT;e Inf'\denro of Rjl"lir 
Experditure: Public HourAr.^ 
in';rtra i ve Example. 
(Ha-rd ^opy) 

FROM : 

Xerox "r.iversity Mirrofllms 
Di r^erta tion Copiefi 
• P.O. Pox l7fU 
■ Ann Arb^r, Mlrbi^ran U»l")f 



I certify that the items requisitioned above have 
been received , 



(Daif) 



I REQUIIITION NUMBER 



May 1^. 1973 



FOR SCRVIces tJff ONLY 



» POST EG O Y 



• . FILLED B V 



O'^n^^ODE , 



UNIT OP 
<SSUE 



7Pon 3115 



' U^JlT 
PRtCE 



$10.00 



ACTION 

coot 



i 



1 •. RE QUE* T E D B r 



Direr tor 



HUO-IO (U-701 REPLACES rORMS rHA-7«. F M * - ? | A. THA-IO? AND PREVIOUS EOl"MON WHICH ARE OBSOLETE 
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the pending and completed order, files to ascertain that the 
requested materials ate not already in the collection or on order, ^ 

APPROVAL. The librarian should approve all selections for the' 
library since he is responsible for collection development'. 
He should 'evaluate each acquisition request, whether t*Tie material 
is free or must be obtairred through purchase, in terms of the scope 
of the collection, Oser needs, resource and budgetary limits. Items 
needed for official use, but which are outside the scope^of the 
collection, should not be purchased, but should be borrowed frpm 
another library on interllbrary loan. (See Chapter 8, Circulation, 
Paragraph 63, Interlibrary Loans). 

PURCHASED MATERIALS . Library pubn/cations are acquired by purchase, • 
exchange, gift, or free request.^ E*urchased materials may be obtained 
through the Procurement and Gr'ants Di vi sion , , Of f ice of Procurement 
and Contca,cts (OPC) , using the proper' obj ect; class as specified in 
Issuance 2160. 4B, Chg. 1, "Handbook of Codes".. 

i ' . ^ ' . 

In Headquarters, both general and legal are ordered under object ^ 
class 3115; periodicals and legal subscription items, including 
pocket parts'! are ordered uijder object class 26AO. 

a. Ordering procedures may vary slightly from library to library. 
Items not available through a book jobber or# publiosher LSee 
Paragraph 27, Special Acdiounts) are ordered on a HUD- 10 , "Requfest 
for Supplies and Equipment" ( Figure 2) wi^th the personal .author 
or i ssuing/ organi zation, compl ettf ti t 1 e , publisher and address, 
dat-e, edition or subscription period, and price. In the case > 

of renewal subscriptions, add the worda "To continue PO _" 

and supply the previous year'g purchase order number, ^^ving 
Federal Supply Schedule number where applicable. The listed 
items may- be from different publishers as long as they are 

.ordered under the same O'bject code. 

b. Federal Supi^ly Schedule . Items available through the Federal 
Supply chahnels must be purchased frpii the vendor indicated • 
on the Federal Supply Schedule, even thbugh they are also 
available from ^rf Jobber or book store. On the HUD-IO, 
include pertinent informatidn using exact wording , from the 
Supply 'Schedule. The FSS price is generally lower .than the 

^ price on the open market and has been established through 
General Services Contract to .;redvice costs to the Government. 

c. A completed FfiJD-10 is sent to OPC where purchase orders ^ 
(Figure 3) are prepared. The librarian retains the 
green copy of the HUD- 10 , and OPC later returns one 
additional copy after assigning a control number to the 
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MIfHOO OP ^URCHASi 

' INDICA Tt Mh rHOO B Y .WCMHtN 



t ftdtrai Supph &tft'dul» 

2 FttUrat Supply Hert ut Slot k 

3 Surplus Property T^atiMfrr 

4 AdurrtamM (/t S »3T09t 

5 CHfur Exrmplnni0 ftittn ff S 
• JUiMcr Handout 



lUqulftlAun No 



HUO- 39 
(2 Ml 



PURCHASE OffDER 

U 5 OEPA^TVCNT Olf HOUSING AND URBAN OCVtLOPMtNT 



I 



IKt> numbar rrw»t opp««r on oil 
()»ckag«» (jrtd pup«ri ratoling lo 



ApproprikKon Hymbui and Tltt* 



TO: (Samt. Addrt%» a id Ztp Cudr) 

L "n!ve5rltv of ^"aUfornla 



IrfvltatioA No 



F O.D roini 



Contract No. , 

Open Market 



Coniignee and Destination 

H Department gf Hourlog and "rhan Development 
|, Library - Room ^2 33 ' ^ * * 

'i^;: - 7th Street ^ S.W. 
T War.h^n^^-ton. .D.^.,^ 'c-'^Ul^ 

Timt for D«livt#y 



l-in davc arof9/lg/7l} 

G6v*«. BTL No 



DitcounI T«rm» 



ITEM NO 


ARTiCtES OR lEKVlCEl ^ 


QUANTITY 


UNIT 


UNIT ritlCE 


AMOUNT 


>• 


/ \ 

. Mul 1 1 -Oervl rer> ^enterr/: Tnnovatlonr In 
the DelWery of Welfare Servl^^e?, 


'■ \ 




3. >p 


• 


r 












1 

m 


. ■. , -\ ■ ^: 




































A 










LONDON 












nf 


INSTRUCTIONS TO VKNDORS 






't;OTAL 


$t).00 



To rectivf payment ■ubmif'a public voucher ( l^ S. Standard 
F^rmi 1034 and 1034a ) ur two copies of your Invoice Pay- 
ment ^111 be made by; Department of Housing and Urban 
Development. 

• ■ 4 



i 



Signature 



Name F.L.'.Ward, Thief 
Title Procurement Ge rtlon 



O 5 
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X 



/. ■ 



T 



I! 



^ J 

< U.S. OePARTMENT OF HOUSING AND UfffiAN oeVELOPMENT. 

REOUISITION FORT 
SUPPLIES. EQUIPMENT. FORMS. PUBLICATIONS iCND SERVICES 

(Stt Inttructtont on Rtvtrtt of LotI Copy) 



I . c ontrol NUMden 



OE Liven TO 



DIVISION AND ■RAP^CH 



ITEM 
NUMBCn 



ROOM NUMilC n 



TELEPHONE NUMSIN 



BUI LOINO 



DESCRIPTION 
'(fJuublr space betwren tines) 



QUANTITY 



Renew blanket o-Her a<'v^ount with the 
MrCraw^HUl- Hook Corapary. Vy rpecia 
arran^remer.t with thieir Library P.ervl 
Division, ' Pooks ,rere-i ved frorr ttiem 
ran be obtained wlth^ up to ^iHf dlsro(>rit. 

Orders should be ^f'ont'olidated and" 
Invoiced once a rrionth for all 1 temf: 
delivered. Earh Invoice should cite 
thf^ blanket .order number, P-dyrr.ent^ 
will be made monthly on the bar, Is of 
^ch involve. 



Orderr <are to be addressed to: 
Mr, Maureen FYar,clne.lla 
Library T^ervlcer LlvlrMor 
Mf*^lraw-Hlll Book TDfrpany 
\?Z\ Avenue of the Amerlc;ir 
New York.'S, Y. ']0.^? ) 



rOTAL :J0T to EX^EEL: 



To VoKtlnue'l'.O, 



•^plea:.e expedite 



1 ntQoisiTiON NUMtepi 



2 . OA T e 

August 2fi. 19^3' 



FOR SERVICES USE ONLY 



9 PO»T ED > y 



• , FILLED •y 



7 . OF F IC E C ODE 

07^00 • 3115 



UNIT OP 
tSSUE 



I certify that the items requisitioned above have 
been received . 



(Date) 



UNIT 
PRICE 



$300,00 



ACTION 

coue 



1 •. "EpUFS T FO ev 



Director 



MUO-'0m-7OI WEPLi^CES rORMS FMA-7«. rMA-"'«A, FHA-IOi AND PREVIOUS «^DITiON WHICH ARF^OBSOLETE 
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CLASS NO 



LIST PRICE 

7.50 

DEALER 



NO OF COPIES 

.1 

ORDER NO 



AUTHOR 

Oalenson, Walter, ed, 

TITLE 



L C CARD NUMBER 



Incomes policy; what can we learn from 
. Europe? 



PUBLISHER 



Ithaca, {JY Cornell Univ. Press. I973 

3LS * 5ERI£S COITION 



RECOMMENDED OV 



FUND CHAROED 



DA rE ORDERED 



DATE RECEIVED 



•crm 

OWP'p 



U. S. Department of Housing and Urban Development 
HSB Library. Mo. Labor Rev. 8/73, p. 92 

Washington, DC 20410 



L C CARD NUMBER 



CUASS NO 


AUTHOR 








TITLE 








CAno 

OROO 


ACC NO 










L C 


LIST PRICE 


PLACE 


PUBLISHER 




YEAR 


L J 


DEALER 


VOLS " 


9ERIE9 




EOlTlON 


Wl 


NO OF COPIES 


RECOMMENDED BY 


DATE ORDEREb 




COST 


OTHKR 


ORDER NO 


FUND CHARGED 


DATE RECEIVED 




s a N 





U. S. Department of Housing and Urban Development 
Library 

Washington, DC 20410 
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requisition. Generally, when a purchase orcier is issued byt the 
Procurement Section, the following three copies should be sent 
to the librarian: (1) Receipt Cop^ (pipk), (2) Property Record 
Copy (yellow), and (3) Consignee Copy (white). When material 
purchased is received, the librarian signs all copies of the 
Durcbase order and makes the following distribution: (1) pink 
copy to* Accounting, (2) yellow copy to procurement , and (3) 

^SPECIAL ACCOUNTS , A library may procure materials through special 
or blanket accounts with book jobbers, publishers, or local book 
stores. These accounts are established by submitting a HUD-10 to 
Procurement requesting that a co^ntract or purchase order be issued 
for a certain' amount . ( Figure ) Once a blanket account has 
been opened, the library may send orders direct to the vendor^ 
without the necessity of- submitting further requisitions and 
having individual purchase orders issued for each item, 'i*he 
number of orders; sent* to each vendor is limited only by^ the 
dollar^ ceiling established when Ihe blanket account was opened. 
The Central Office has such accounts with a book jobber, 
publishers, and a book store, or 

a. Other special^accounts are also available with the Government- 
^ Printing Office., Library of Congress, and the National ^ 
Technical Infomation Service, v 



GPO Outlets , In additipn to the main Government Printing 
.Office ^n Washington, D,C,, there- are GPO outlets in each 
city in which HUD has a Regional Office.' These outlets were 
established primarily to provide the pu-blic with a source* for 
government agency publications, thus relieving these agencies 
of the. burden of public requests. However, each store 
manager selects the items to be stocked,. Therefore, iteips 
needed by a library on a continuing basis could be stocked if 
Lhe librarian informed the manager -of the need. The full ■ 
range of GPO publications in stock is, of course, available 
by direct order from the central Government Printing Office 
in Washington, Further information. on establishing this, and • 
other spe(^ial accounts may be obtained from the Acquisitions 
Section, Headquarters Library, or the organizations ^ them- 
selves-. 



28, BOOK ORDER RECORDS- . Many types of book order forma^arfe available, 
. The Headquarters Library u^es a f ive-par^f orm prc#uc^d 
specifically for its use by the Government Printing Office. 
{Exhibit 5) . Gaylord Bros, and other library supply i 

firms also have Wltiple order forms that m^y be adapted »to 
' Regional, Area, ,or' Insuring Office needs. The five copies of-the 

GPO form are coded by color - yellow, white, piink, blue, and 
^ buf f ^- for varipus purposes. The form, contains space for basic 
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order information including author, i^itle, place, publisher, 
date, pricei number of copies,- etc, 

a. For blanket accounts , all copies are used. ^The yellow and 
.white copies are sent to the vendorj the white is returned 
with the book. The pink copy is filed by order number in a 

k separate file for each blanket account. The order number 

consists of twu parts the purchase order used to open the 
account and a running number assigned in sequence. The green 
and buff copies are stapled together and filed by author in 
the pending order box. When ordering books on a HUD-10, only 
the green and buff copies are kept and filed ^n *the' pending ^ 
orders, ^ 

b. On receipt of an item , the green and buff cards are- dated; 
the green remains in the pending 6rder file. The buff copy 
i6 attached to the book until it ist cataloged, classified, 
and sent to Circulation for shelvinE, At this time the card 
with its book number (Chapter 5f Technical Organization of 
Materials, Paragraph 39, Classif ligation) written in the 
appropriate ■•=:pace, » is returned tq the Acquisitons Section, 
The .green is then discarded, and the "buff .placed in the 
completed order file, 1 " . 

c. Other Uses . These book order fomla have a variety of possible 
uses. As indicated, a field libratry may adapt them to their 
individual needs, Fpr example, one could be used as< a 
temporary catalog card. Even if a Regional or Area library 
does not use all the part^ of a multiple form, the form can 

* be a useful and timesaving acquisitions tool, 
r 

29, FHl^R M/^TE^IAIiS , A library may obtain free copies of many publica- 
tions^ on r^que'=^+. The Headquarters Library uses HUD-^43t 
"**Request for Publications", (Figure6 ,) to secure theae materials, 
(A^ two-part form; HUD-J^3A* "Request for Publicati ons" , was 
' 'designed for Regional use ( Fiecurc 7. ) and may be obtained- in the 

* usual manner from Headquarters.) The form consists of' four 
parts - white, pink, cream, and buff. The white and pink copiGG 
are sent to the issuing organization; the cream'* and buff cards 
remain in the pending order file vuntil* the item is . received. 
Free publication* requests may aT.so be made by telephone, but a 

# similar record should be kept of each one irt the pending order 
' box, . . 

3Q>^ GIFTS AND EXCHANGE . A Regional 'or Area Office library may also 
receive free materials in exchange for HUD publications or as 
gifts. To avoid duplication, 'gift items must 'be searched and 
verified in the card catalog before being processed. Libraries 
cannot afford to discard valuable . items ; bnwever, they also can- 
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, Figure 7- 
HUD~43A, ''Request for Publications'^ 



U,3^ DEPARTMENT OF HOUSING AND URBAN OEVCLOPMENT 

REGIONAL LIBRARY unn 

REQUEST FOR PUBLICATION HUD.43Atu-««» 

Kindly aend the tUU lUtsd bvtow for ih* work of thl* D«p«rttn*nl. Th* • 
•nclo^vd Bvlf-addrvvvvd label will carry the publlc«llon tnrough Jh« mall 
poetage free. Pleaee return the encloetd tranetnittal elip ellhar with the 
publication or. If the material le not available, check to Indicate Its 

•tatue. JF THERE IS A CHARGE FOR THE PUBLICATION DO NOT 
SEND IT WITHOUT FURTHER AUTHORIZATION, " 



' WITHOUT FU 
courteey In thie matter. 
/ 



Thank you for your 



"(Librarian) 



1 



AUTHOR 



TtTLE » 


SERIES 






s 


EDITION 


1 PUB. DATE 


1 PAGING 




PUBLISHER 


RECOMMENDED BY 


REQUEST DATE 


j REVIEWED IN 
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not afford to acquire and process unnecessary ones. Publications 
outside the organizational scope may be disposed of at the 
librarian's discretion? Many libraries prepare lists of their 
duplicate or unwanted materials for exchange with other libraries, 

31, PERIODICALS , In the Headquarters Library, serial or periodical.' 
'orders, purchased (jr free, are recorded on HUD-738, "Periodical Order 

Record". (Figure^) The information on each foiTn included titLe. 
publisher, pries', subscription period, oorder datei requisition * 
jiumber, and purchase order number, ' Ord^er cards are filed by 
renewal month. Another f>le, on plain 3*^* x 5" cards contains 
only title and renewal month. This file is the alphabetic key to 
the monthly file, 

a. -Kardex cards ' ( Fip:ures 9 - ll) used in Headquarters as 

a serial -Record for issues received (See Ghapte3?p(p, Technical 
Organization of Materials, Paragraph 44f Periodical 'Organiza-, 
tion and Control,^ may also contain acquisition information, 
(Figure 11 ) In a small library, record keeping should be at 
a minimum. Where feasible, adapt Headquajrbers techniques 
'and combine functions to expedite the handliiTg and processing 
of material, 

b. Multiple Year Orders , In placing orders for periodical 

" subscriptions, libraries should take advantage of reduced' 
multiple year prices when available. Multiple year orders 
are advantageous because they -reduce the number of purchase 
orders needed, and they save library manhours used in prepar- 
ing orders. Limiting factors could be the lack of funds, or, 
-in the case. of new publications, insufficient information to 
make 'a decision for a long term commitment. Because 'of recent 
rapid increases in most subscription costs, it is often 
better to get the price from the latest current issue, or 
telephone the publisher to verify price, 

32, RENEWALS. Two months before a subscription is to expire, it 
should be chocked to: 

a. Determine if it is still needed by the library and/or persons 
on routing; ' ^ • 

" b. Check receipt; if not received, call or send claiming letter 
to publisher; 

c. Verify publisher's address and subscription rate by checking 
renewal invoices or recent issues of the periodical; 

. d, De termine if number and length. of subscriptions are adequate. 
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Figure 8 



HUD- 738, "Periodical Order .Record" 
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Figure 9 
Kardex Card, Daily 



TITLE Da^ly Up^Rhj^nQi.nn T.;^ui R ppnTt.^r 
OR AGENT The Washington Law Reporter 



FREQ U E NCY Dal 1 y 



SueSCRIP. DATE 



ADDRESS 1623 Eye Street, N.W. 



NOS. TER VOL. 



BOUND Washington, D.C. 20006 



VOLS, fin YEAR 
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Daily' Washington Law Reporter 

4 I I I I f I i|M I I i I M I I 210 I i I I I I { I I 0 I I I I I I I I 1 4|o I }J I I I I I 1 3to I i M I I I I I 
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CAT MO l-ZOOj 1 



The year and date^may be ha^scribed. 
provide a clearer reprodu^^on. 



Sample is typed to' 
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Flf.'^are 10 • . • 

Kardex Card, Weekly 



Time 



PUBLISHER ,-n. T 

ori*GENT lime, inc. 



SUBSCRIP. 0*TE 



ADDRESS 5^0 HichiK^n Ave.. Chicago, 111. 



NOS. PtR VOL. 



Keep 2 years only 



VOLS. PEW YEAR 



IN BINDERY stamp Inside and out 



TITLE P*Sf 
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UU NEW T^<PewNlTER NI««ON. - ^WV"^ ' ^ ' 

REMINGTON RAND — t DIVISION Of SPERRY RANO CORPORATION FWNTto i« u 4 * 

C» T No 1 2007 1 



KARDEX V^situ Division 



5/75 



Page 28 



\ . 



Figure 11 
Kardex Card, Monthly 



Journal of Housing 



Monthly qate due 



$12._00 
V|" title' p 



'""'age^nt Nat'l Assoc. of Housing ^.xA ^^^^v . 
AooREis, Watergate Bldg. , 2600 Virginia Ave . _nos, per vol.__. 
BOUND Washington, D.C, 20037 vols, per_year 
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After verifying the above inf ofmation, the HUD-lO should be 
typed, its date and number recorded on the order card» and then, 
It should be forwarded to Procurement, If ar subscription is new, 
prepare a title and a periodical border record card to be place4 
in the serial record file, Invoiaes or blurbs are held until the 
purchase orders are received from Procurement, They are attached 
to the copy of the purchase order wnich 'will be sent to Finance 
and Accounts t5 grothorize payment to the vendor on receipt of the 
material. On receipt of the . pi^rchas^ order, the purchase order 
number is recorded on the order capd and on^the green copy of the 
requisition. This copy of the requisiVion is placed in the 
completed periodical requisition file nhen all purchase orders 
have been issued, , ' . ^ * 

33. CONFIRMING ORDERS , ^Occasionally material is sent 3h approval or 
must be obtained immediately without time to process a purchase 
order. In thesfe casps, a confirming ordervmay be prepared on a^_ 

' yUD-10 and sent to Procurement, \The HUD^lo\is prepared in the 
usual manner, the words "CONFIRMrNG ORDER DUPLICATE" 
appearing at the beginning of^the item, ( FlWure 12) This will 
prevent the vendor from mistakenly sending an\ additional copy of 
the material when he receives the purchase ordi^r, 

34. PREPAYMENT , If items require prepayment, they 4re ordered in the 
regular way on a HUD-10, One knows that prepayment is required 
because of an announcement from the publisher or Vrom past ' 
experience, having previously ordered the* iteij) orVne similar to , 
it from particular publishers. If an announcement ^teuting ""that 

>. prepayment is required is available, forward that to Procurement 
together with the HUD-10, On the HUD-10 state ".PREPAYMENT 

REQUIRED**, (Figure. 13) An order_ requiring prepayment i$ not 
a confirming order, 

' ^ ^ . / 

35. IMPREST FUNDS , For local orders of $150'or less, a requisition 
with justification may be written requesting cash in hand, 

( Figure 14 ) * " \ 

36. FINANCIAL RECORDS , The Headquarters Library records the dollar^ 

amount of^'its purchases and maintains cumulative dollar totals 6n 
each purchase account. In this way, experfdituies may be kept 
within the budget authorization. The record i3 kept on ledger 
paper, ( Figure I5) / " 

37. INITIAL PROCESSING PROCEDURES , Each item received is verified 
against the order record befo^re stamping it with the library 
property stamp. Determine that in every respect the' book received 
is the book ordered,, and that it is in acceptable condition. 
Check for imperfections - missing, upside down, blank or uncut 
pages. Faulty books are usually quickly replaced by the 



5/75 



Page 30 



2265.3 



Figure 12 



U.S. DePAHTMENT OF HOUSING AND URBAN DevgLOPMENT 

REQUISITION FOR 

* SUPPLIES. EQUIPMENT. FORMS, PUBLICATIONS AND SERVICES 

, (Stt Inslructiont on Rtvart* ol Lost Copy) 



t . ncQuitiTioN NUMten 



B-36-73 



9 . CONTnOL NUMBER 



DELIVER TO 



DIVISION AND'tRANCM 

Library & Information Division 



Elsa S. Freeman 



n OOM numbcr 

8233 



56938 



• UILPINO 

HUD 



March 9. 1973 



FOR SERVICES USE ONLY 



5 . ^OST EO t Y 



• , FILLED ar 



7. OFFICE CODE 

07600 3115 



ITEM 
NUMBER 



rr 



r , . descriptjon 
ippubif space between lin^J 



CONFIRMING ORDER - DO NOT J}UPLICATE 
27 LAMSAC Pubflcations 



/rvailable fronij ^ - 
LA^ISAC \ ■ 

35 Belgrave Scl^uare 
London, SWIX 
England 



2.2 



Unit of 
ISSUE 



VOICES ATTACHED 



(Prices listed In B 
US ^ equivilent pe 
Foreign Dept. ) 



UNJT 
PRICE 



Total 



ACTION 
CODE 



$ 39.00 
itish poiindsi 
Riggs Bs.nk, 



1 certify that the items requisitioned above have 
been received . 



(Date) 



» (Heceittni^. Employe f ) 



REQUeSTEO BY 



Director 



MUD-IO i»l-70l REPLACES FORMS FMA-74, FMA-74A, FMA-105 AND rPEVIOui tDlTlON WMICM ARE O •> S O L E T E 
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9 



Figure 13 



U.S. DEPARTMENT OF HOUSING ANO URBAN OEVELO^MENT 

REQUISITION FOR 
SUPPLIES, EQUIPMENT. FORMS. PUBLICATIONS AND SERVICES 

(St« Inttructiont on Rtvtrit of Loll Copy) 


1 .REQUISITION NUMDEff 

paKe. 2 . 


2. D* TE 

May B, 1973 - 


FOR lERVIceS USE ONLY ' 


3 . CONTROL NUMSCR 


4. OELIVER TO 


NAk4K . ( 

ETlsa S. Freeman 


ROOM NUMStM 

8233 


9 . POtTtO ST 


TtLCPHONE NUMStR 

56938 


». r ILLtO sv 


DIVISION ANO BfMNCH 

Library & Ihformation Division ^ 


• UlLDINOc' 

HUD 


7. orrice coot 

07800 111s 



ITCM 
NUMBKM 



OtSCWiPTION 
(Double gpaet between llneij 



QUANTITY 



UNIT or 
tssue 



UNIT -y 



14. 
ACTION 
, COOC 



6. 



7. 



8, 



9. 



California Puhliritv CuLlet 

, (with supplement) 

Available |fromi 
Unicom Systems 
38O7 Wllshire Blvd. ^ 
Los^Angeles. Calif., 9OOIO 

New York Publlcfty Outlet 

(with 2 supplements) 
Available from: 

Mr. Harold Hansen 

P.O. Box 327 

Washington DepuL, Ct. 06794 

Engineering Index (197? annual vb^s. 

Available from: 

United Engineering Center • 
3U5 E. U7th St. 

New York, N.Y. ^0017 - ' 

NOTEj Prepayment is requlr^.. See 
Prlee^as verified by telepho 

Financing the" Nation's Housing Needs 
^ (statements on National Pallcy 

#50P) 
Available from: * 

Distribution Division 

QED 

^77 Madison Avenue 
New York, N.Y. 10022 



24.95 



24.95 



27. 5^ 



27.50 



275.00 

.( pre-p^:^ment 



275.00 
req 



Ired) 



Attached. 

call 



copy of lette:: stating 



this. 



15 



(1 



-ea . 

ess 



1.50 
d iscount) 



/(Note|j 
on 



105^ 
otders 



discount 
or 10-2^ 



2?. 50 
-2.25 
20.25(net) 



given 
copies) 



I certify that the items requisitioned above have 
b«en receive5i . 



(Date) 



(Receiving Employee) 



t*. JIEOUESTEO ST 



Blrector 



HUO^'I0(M'70l RCPLACeS r ORMS rHA-71. rHA-TIA, rHA-109 ANO PREVIOUS EDITION WHICH, '"E OBSOLETE 



JC 



38 



U.S. DEPARTMENT Of HOUSING AND URBAN DEVELOPMENT 

REQUISITION FOR 
. SUPPLIES^ EQUIPMENT, FORMS, BUBLICATIONS AND SEI^VICES 

(S«e Initructiorii on R-tv«rvr of Lost Copy) 




DELIVER TO 



NAiUe 



DIVISION AND e«*NCM 

LU. ra ry ^ v 



FOR JEHVIcTTuSE ONLY^ 



• Ul UOINO 



)U*MTI 



T.ornce code 



ITKM 
NUMOEn 



DtSCniP T ION 

(hi'uhlr- % par e heturen linn) 



OUAWTITY UNIT i)F 
SSUC 



t : i: . 1 1-: 

I r- 'Vf r ill 



r 



UNIT 
PRICE 



ACTION 
COOE 



I certify that the items requisitioned above have 
be^h received 



(Datel 



REQUFSTFO BY 



HUD-'<J (11-701 REPLACES rORMS rHA-7«, rMA-7tA, FHA-105 AND FHEVlOUS f.JiMUN *HICM *RF OfiSOL 
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publisher or jobber withpift cjiarge, but not if 'they have* been 
stampBd or partially procei'ssed. 




a. The property stamp should be placed insid,e the front and back 
covers and title page, Some librarians also put this stamp on 
a designated page within each ]!Riblication. Periodical issues 
are stamped on- the front cover. 
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Figure 16 



rom "Urban Vocabulary 



Bondyitldi <332.6) 
XX Bonds 

Bonds (332.63) ' 

X Dtbtntures 

XX Corporation law 

XX Corpora^ons 

XX Financt 

XX Negotiablt instrumtnts 

XX Securities 

s« Bond yittd tables 

s« Bond yteftis 

sa Municipal bonds 

s« State bonds * 

Bonds. Fidelity SEE %uret||||p and guaranty 

Bonus system SEE Wage incentives 

Book selection (025.2) 

XX Library science 
s« Bibliography 

Book trade SEE Publishers and publishing 

Brick construction (693.2) 

XX Building construction 

s« Bricklaying 

sa and xa Tlie construction 

Contracts and specifications 

XX Building construction — Contracts and 

specifications 
XX Contracts 

Brick industry (666.7) 

XX Building industry 
sa and xx Bricks 

Bricklaying (693.2) 

XX Brick construction 
> XX Bricks 

XX Building construction 

Bricks (691.42) 

XX BuNding materials 
sa Bricklaying 
s« and XX Brick industry 
sa and xx Oay 

Bridges (624.2) 

XX Concrete construction 

XX Engineering 

Xx Welding 

sa Vibration 

sa and xx Trusses 

— ' — Standards and specifications 

Budget (336) 

(Here are entered works on appropriations 
end expenditures of government depart- 
ments .Sgencies, etc Works on family 
budgets are entered under Budgets or 
Family income and expenditure) 
X Plannin9-p>rogramming-budgeting 

XX Finance 

sa Municipal finance 

sa State finance 

sa and xx U.S. Appropriations end ex- A^'^ 
penditures 



M and XX U.S. Executive departments — 
Appropriations and expenditures 

Budgets (647.1) 

' (Budgets for families) 
sa and xx Cost and standard of Itving 
sa and xx Family inoorrie and expendi- 
' ture ' 5^ 

Building SEE Building construction: Building 
industry 

Building, Fireproof SEE Fireproof construction 

Building and loan associations SEE Savings and 
loan associations 

Building associations ' SEE Savings and loan 
associations 

'Building board SEE \faltboard 

Building code administration (690.091 .B2) 
X Administration 
XX Buitdtng codes 

Building bodes (Geographic subdivision) 
(690.091. B2) 
X ^Building laws and regulations 
X Betiding ordinances v 
' X ^(uitdirig regulations 
xX Codes 

X State building codes 
XX Building construction 
XX Building construction - Contracts 

fhd specifications 
sa Building code administration v 
sa BuildPng inspection 
sa Building onatenals - Standards and 

* specifications 
sa Electrical codes u 
sa Fire preventibn 
sa Fireproof construction 
sa Heating codes 
' sa Plumbing codes. ^ 
sa Zoning legislation ' 
* sa and xx Building standards 
sa and xx Hou si r^g codes 

Building cpmponents SEE Coordinated com- 
ponents t 

Building construction (Geographic subdivision^ 
(690) 

(Here are entered worksflealina with the 
process of construcvon. Works on 
the construction^biAiness are entered ' 
* under Building industry) 

X Building 

X Construction 

X House construction 

X Residential construction 
XX Engineering 
XX Technology 
XX Tools 

sa Aided seli-help housing 
sa Architeotur^t acoustics 
sa Basements 
" sa Brick construcliuit 
sa Bricklaying 
sa. Building codes 
sa Building coristruction films 
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CHAPTER 5. . TECHNICAL ORjGANIZATION OF MATERIALS 

38. CATALOGING AND CLASSIFICATION / Following is a brief description 
.\ of the cataloging and classification of library materials. For 
^ more detailed instruction . on various aspects, consult the books 
listed in the bibliography or the HUD Headcjuarters Cataloging 
unit, ^ 

The Headquarters library ^a€^ogs and classifies materials to 

' provide a bibliographic record for information retrieval. 

Subjects are assigned from the "Urban Vocabulary" ( Figure l6 ) i*^ 
a list of subject headings created and developed by the Library 
to meet^^he special needs of the Department and the group it 
"serves, 

a. : Books age classified according to the Universal decimal System' 

(UDC) ( Figure 1? ) i modified to meet the , special needs of the 
Department and its client groups. The author .numbers are ' ^ 

assigned by the Cutter System as modified by HUD library usage. 
( Figure 18 ) 

b. The public card catalog is arranged alphabetically with 
authors (personal and corporate), titles, and subjects inter- 
filed. In addition, G. K. Hall Co. has reproduced the 'card 
catalog in a nineteen volume 'book catalog with supplements that 
is available in the Headquarters and Regional Office libraries. 

* Volume 19 is a computer produced book catalbg listing the HuD 
Comprehensive Planning 'Reports (7OI Reports) by geographic 

, and^KWIC index, (See Paragraph 46, Organization and Control , ' 
of Comprehensive Planning Reports) 

The Headqxiarters cataloging and classification systems are 

recommended for use in all field libraries to help create a 
un;.form network and facilitate exchange of material among the 
various libraries, ,^ . 

39- CLASSIFICATION is an ordered arrangement that groups togethW 

books on similar topics'. It is particularly helpful in an open - 
shelf , library for browsing purposes,* Most classification systems- 
,use a notation scheme of numbers and/or letters to identify a 
l5ublication, . * 



ERIC 



a/ Universal Decimal System , The UDC is numeric. In assigning ' 
the UDC number the first step is to analyze the subject v 
content and determine the primary subject. Locate that \ 
- subject in the "Urban Vocabulary'* and use the UDC number 
indicated in parentheses following the subject. If a 
geographic designation is desired, the librarian m/y consult 
the geographic listing th^it'was distributed with the draft of 
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. Figure 17 
UNT/ERSAL DECIMAL CLASSIFICATION 

OUTLINE OF THE MAIN DIVISIONS 



000^ GENERALITIES , 

000 Prolegomena. Fundament al.8. of knowledge and culture 

010 Bibliography. Catalogues ^ 

020 Libraries. Llbrarlanshlp * . ' 

•030 Encyclopedias. Dictionaries. Reference books 

040 Essays, Pamphlets, offprints, brochures and the like 

050 PerlQ.dlcsLls, Reviews . " 

060 Cprporate bodies. Institutions. Associations. 

Congresses. Exhibitions, Museums 

070 Newspapers. Journalism ' ^ ' 

080 Polygraphles. Collective works 

090 Manuscripts. Rare and remarkable works. • Cuirlosa 

IDO PHILOSOPHY. METAPHYSICS.. PSYCHOLOGY. 
LOGIC. STTHICS AND MORALS 

110 Metaphysics ( ^ ^ 

. 130 M^aphyslcs of spiritual life. Occultism ^ 

140 Philosophical systems 

150 Psychology 

160 Logic Theory of knowledge. Logical method 

170 Ethics. Moral science. Convention 

180 Aesthetics 

200 RELIGION. THEOLOGY ^ ^ ^ ■ 

210 Natural theology 

220 Holy Scripture. The Bible 

230 Dogmatic theology 

240 The if-eLlglous life. Practical theology 

250 Pastoral theology ' * . 

260 The Christian church In ge^o^ral 

270 General history of the Christian church 

280 Christian churches or worshipping bodies 

290 Non-Chrlstlan religions. Comparative religion 

✓ 

300 SOCIAL SCIENCES. ECONOMICS. LAW. 
GOVERNMENT. EDUCATION ^ 

300 General sociology. Soclography 

310 Statistics 

329 Political science. Politics. Current affairs 

.330 Political and social economy. Economics 

■ 3^0 Jurisprudence. Law. Legislation 

350 Public administration. Military science. Dgfence 

360 Social relief and welfare. Insurance 

^70 Education 

3bO Trade, Commerce. Communication and transport 

390 Ethnography. Custom and tradition* Folklore 
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^0 PHTLOLOGY. LINGUISTICS. LAjnGUAGES 

^10 Philology and linguistics in general 
^20 Western languages in general, English 

^30 Germanic languages. German. Dutch, etc. 

^ Romance languages in general. French 
^50 Italian. Roumani an, etc. 

^60 Spanish. Porta^ese, etc. 

^70 Latin and Greek 

^80 Slavonic languages. Baltic languages 

^90 Oriental, African and other languages 

500 MATHEMATICS AND NATURAL SCIENCE 

510 Mathematics 

520 Astronomy. Surveying. Geodesy 

530 Physics and mechainics 

5^ Chemistry. Crystallography. Mineralogy 

550 Geology, Metedrology 

560 Palaeontology 

570 Biology. Anthropology 

580 Botany 

590 Zoology ^ 

600 APPLIED SCIENCES. MEDIC INE|r TECHNOLOGY 

blO Medical sciences. Health and safety, 

620 Engineering and technology generally 

630 Agriculture, Forestry* Stockbreeding.. Fisheries 

640 domestic sciejice. Household economy 

•650 Commercial, office, businet,^ techniques. Management 
Communication. Transport 

660 Chemical industry* Chemical technology 

670 Manufactures, industries and crafts 

6bO Specialized ti'ades, crafts and industries 

690 Building Industry, materials, trades, construction 

700 THE ARTS . RECREATION . SPORT , ETC . 

710 Physical planning. Landscape, etc. 

720 Architecture 

730 Sculpture and the plastic arts 

7^ Drawing and minor arts and crafts 

750 Painting • ^„ • 

760- Engraving and prints ' 

770 Photography . Cinematography , etc . 

.780 Music 

790 Entertainment. Pastimes. Games. Sport 

800 LITERATUI^E. BELLES LETTfes 

bOO Generalities. Rhetoric. Criticism 

820 . Literature of the Western countries. EngHsh y>i^Tature 

830 Germanic literature: German, Dutch and Scandinavia 

840 Romance literarture. French .literature 

850 Italian literature. Roumanian literature 
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86o Spanish literature. Portuguese literature 

870 Classical, Latin and Greek literature 

880 Slavonic literature. Baltic literature 

890 Oriental, African and other literature 

900 .GEOGRAPHY. BIOGRAPHY. HISTORY 

910 Geography, exploration and travel 

920 Biography, Genealogy. Heraldry ^ r 

930 History In general. Sources. Ancient history . " ^ /n 

9^ Mediaeval and modjem history 

9^ History of Europe ^ ^ 

950 History of Asia ' . V 

960 History of Africa 

.97ft History of North America ' N 

980 History of South America 

990 History of Oceania, Australasia and^ Polar region 
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Figure 18 * 








U.S. Department', of Housing and Urban Development Library 
Code for Assigning Book Numbers 





UVH 



The book numbers are part of the call nCimbers. The first l^nes In the call* 
number relate t-o subject classification and are used by any nifmber of books i 
the^book r\umbers on subsec^uent lines distinguish the Individual books. i 

In general, the Cutter or booJt number Is dependent on the catalog entry. In » 
order that no two book^ have an Identical number/ the book number used In the 
HUD Llbtary Is a combination of letters- and figures arranged so that books with 
the sam§ classification may be located on the shelves and quickly Identified. 

The basic elements of the book number system used are i - 

1. The Initial letter 16 usually taken from the first word (not an aif^cle) 
of the author or title entry, as shown "on the main entry card. It Is 
written In ujper case. This Is followed by two flg^reto to represent 
the two subsequent letters In the word selected In accordance .with 

this schedule i 

ab 1 ' ' ' . 

cde 2 
fgh 3 
Ijk ' 
Imn 5 
opq 6 

Q 

xyz < 9 

For example, Grebler, G72, but Green^^ G722, since It inust be* distin- 
guished from Grebler If the titles being cataloged have the same 
, classification. However, If the book by Grebler Is classified tn 600 
and the -one by Greene In 711i G72 may be -used for both since the 
classification differs. " ' " 

2. Two books written by the same author an<^ having the same classification 
' are distinguished by adding to the book number the first letter of the 

first word of the title not an article. It Is written In lower case. 
For example I Wllma Donahue *s Houfelng and Social Health of Older 
People would take the call number 728;i i;}62.6 D65h to distinguish It 
from her Housing for the Aged also classified In 72Q«1 062.6. 

3. Two, three or four titles by the same author In the same class and 
beginning with the same three or four letters are dlstlngulshed-by 
adding 1« lower case the first, first two, or first three letters of 
the first word* of the titles to the book number. For example 1 
Three books by Wllma Donahue having a title beginning with the word 
Housing would take the call numbers. 728.1 D65^ 728.1 D65h; 728.1 D65ho. 
A fourth book would' be 728.1 D65hou. (Preferably no more than three 
lower case letters are added.) Further titles beglnnllig with the same 
letters are distinguished *by adding an additional figure t6 the* two 
selected In paragraph 1 above, followed If necessary by lower ckae \ 
letters as described In paragraphs 2 and 3 abtove. For example 1 Bjlx 
or. mo re books' b^y Wllma Donahue having a title beginning with the word 
Housing would have the call numbers 728.1 D65; 728.1 D65hr 728.1 
D65ho; 728.1 D65hou; 72?. 1 D65I j 7^.1 D65lh, etc. 
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"Urban Vocabulary" for the appropriate number. (Additional 
copies may be obtained from the Headquarters library.) 
The final step is the assignment of the Cutter number. 

b. A temporary arrangement of publications alphabetically by 
author may be used when a library is quite small. AUthor, 
title, and subject access may be provided t^hrough the card 
catalog. However, a subject arrangement facilitates browsing, 
assisting the users in finding the right books even when they 
do not know precisely what they want. With such an arrange- 
ment, a small library may easily convert to a classified^ 
system as *the collection grows, and time, personnel, and 
budget permit. 



40. CATALOGING. 



Descriptive cataloging is the process of establishing the 
author entry, identifying and describing individual publi- 
cations in a standardized manner. This basia data includes 
author, title, imprint (place of publication, publisher, and 
date), pagination, and the subject and added entries ^known 
as tracings. (Figure I9 ) 

Subject catalofiinR is the process of determining a specific 
word o-r group of words whiclr-bes-t-ijjdicates the subject or 
subjects dealt with in a book or oth^ material. ' 

Catalog Cards . For each book in the libraryTT^here should - 
be a pet of catalog cards. The types of cards ar^ as follows: 

(1) Author or Main Entry - This is the basic card and 
contains all the descriptive and subject cataloging 
data. ( Fiwre 19 ,) • 

(2) Subject ^Card(s) A duplicate of the main entry, this 

* card has the subject printed in red or capital letters 
^ above the author. ( Figure 20 ) 

(■3) Added Bntry - This card represents a secondary entry, any 
other than the main -entry, such as a joint author, , 
editor, corporate body, etc. The added entry is indented 
and printed above the author on the top line of a 
duplicate of -the basic card. ("Figure 21 ) 

i]^) Title Card The title of the work is indented and print- 
, ed on the top line of a duplicate of the basic card. 
( Figure 22 ) 

(5) Shelf LLst Card - Also a duplicate of the main entry. 
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Figure 20 
SUBJECT CARD 
(Subject may be ^yped in red or capitals) 



693'. 97 STEEL CONSTRUCTION. 

A52c American Institute of Steel Construction. 

Commentary on the specification for the design, 
fabrication and erection of structural steel for 
buildings. New York, I96I . 

39p. 



1. Steel construction. 



Figure 21 
kBJEB ENTRY CARD 



^ 624.1^1 Demo, Owen R ' ^ . ^ 

:308 . ' Link Ernest G 

(77598) Soil survey of Kenosha and Racine Counties, 
lU5 Wisconsin, by E.G. Link and O.R. Demo. Wash., 

U.S. Soil Conservation Service, in cooperation 
with University of Wisconsin and others, 1970. 
• ' . Iv. 

1. Soil surveys - Kenosha County, Wis. 2. Soil 
' surveys - Racine County, Wis. I. Demo, Owen R. 

II. U.S. Soil Conservation Service. 

III. Wisconsin. Uniyersity. IV. Title. 



^^'^^ Page kk 
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Figure 22 
TITLE CARD 



711 Automobile parking. (/ 

(Ol6) Kessler, Mary Z 

C65 Automobile parking: a selected list of 

no. 228 references. Indianapolis, Indiana Dept of 

Commerce, Plannitig division Library, 1971. 
23p/ XCounciL.of Planning Librarians. 

Exchange bibliography no. 228) 

* 1. Planning - Bibl. 2. Parking - Bibl. 
I. Indiana. Dept. of Commerce. Planning 
Divisior, Library. II< Title. (Series: 
Council of Planning Librarians. Exchange 
bibliography no. 228. 



Figure 23 
SHELF LIST CARD 
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339.3 - ^ 

(789) New Mexico. University. Bureau of Business 
N28 Research. , 

19 54.67 

Income l^y counties in New Mex^.co, by Vincente T. 
X Ximemes. 

Cftpir-^ Albuquerque, N.M., 19 6/ Ei^ 

' ^ V. illus. (New Mexico studies in business 

and economics no. 5 6^ ' ) 



For complete information see shelf list. 

nes, Vin( 

s.l:' 



1. Income - New Mexico. I. Ximenes, Vincente T. 
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this card is arranged in order by classification number, 
in the same order the publications are filed on the 
shelf. Usually the shelf list catalog is kept in the 
r ' work .area of the library. It provides an accurate 

record of the library's holdings and may contain 
acquisition information on each item. The cards may be 
distinguished by stamping or typing "S.L." on them. 
The shelf list file may be used to avoid order duplica- 
tion, insure classification uniformity, inventory the 
collection, prevent classification duplication, and 
indicate the number of books in a class. ( Figure 23) 

(6) Analytic Card(s) - This card identifies a small unit of 
information such as a chapter within a book. ( Figure 
-24) For example if a HUD official authors a section in 
a publication, an analytic card may be made. 

(?) "See" Card - A "see" card indicates there is no informa- 
tion under this subject and refers the user to other ^ 
appropriate headings. (Figure 25) 

i (8) "See Also" Card -'This card refers the user to addition- 

3:1, related material filed under different subject head- 
ings. ( Figure 26) 

IX. PREPARATION OF CATALOG CARDS . There are three basic ways a 

library may produce catalog cards - t^pe the entire set, purchase, 
printed cards, or type the main entry and use duplicating equip- 
ment to supply the rest. 

a. The Headquarters Library's cards are produced with the use 
of the IBM. Magnetic Tape Selectric Typewriter (MT/ST) , This 
method is^best employed where moderate to high volume card 
work is needed (lOO or more publications per week) . With 

"^tjiis typewriter, it is necessary only to type the main entry 
card, additional cards with appropriate headings are repro- 
duced by the machine. 

b. Regional Methods . The Denver Regional Library types a main 
entry then uses a mini -duplicator to reproduce additional 
cards. One or two Regional libraries purchase printe'd 

^ Library of Congress cards and type HUD classification 

numbers and subject headings on th^m. The Chicago Regional 
Library prepares a master unit card and reproduces it on 
card stock using a standard photocopying machine with vari- 
able weight paper feeder. Other Regional Lihrardi^s type one 
card and have the rest printed by an outside contractor. 

c. Selecting a Method . The method selected depends on' the needs 
^/^^ - ' ' ■ Page 46. 
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Figure 24 
ANALYTIC CABD 



728.1 ♦ 
H687/|h Lilley, William III " 
The homebuilders' lobby., by W. Lill^ey III, 

Deputy Assistant Secretary for Policy Development 

and Research," HUD. 

(in* Housing urban America', _ edited by Jon 
Pynoos and others. Chicago, Aldine Pub. Co., 
1973. p. 30-^8) 

1. Housing. 2, Minority groups t Housing. 
I. Titlfe. . 
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The purpose of * an analytic card is-^to identify sections of a 
work no't normally brought out in the regular cataloging pi:0'- 
cedures. The same purpose may be served by ^ cataloging the • 
work as follows. > ' • 



728,1 

H6874h Housing urban America, edited by Pynoos 

an^l others. Chicago, Aldine Pu^l Co., 1973- 
597p. 

Partial contents . -The homeb/ilders ' lobby, by 
W. Lilley III, Deputy Assistant Secretary- for 
Polt^fy Development and Res^rch, HUD., 
Bi'bliography: p. 579-5S 

f 

1. Housing. 2. Mino/ity groups - Housihg. 
I. Pynoos, Jon, ed. /l. Lilley, William III. 
The home builders' loiSby. 

/ 

/ ■ 
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Figure 25 
"See'* Card, 



HOUSING ABANDONMEOT 
See 

ABANDONED BUILDINGS 



V 



Figure 26 
"Se-e also" Card 



BURGLARY - PROTECTION 

See ' al'so 
UW ENFORCEME^r^ 



0 
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of the librar/ the 



catalog -cai'ds is expens 



equipment avdti^le^.^.^^jypiW , ."A ^ ^ ; ' * 

sive ^nd/^t iT)fi{e*'^qins^Mnk^^ WrC)5(asinte,, , i 



. i^mecfhanical repraductio.n has^ proy^yost s^ijdc^s^^I- 4n 'oivr ^ >s ' 
^ field /libra'i;ies a.s longVs theVqWrcJs pan b©^ re;^r(^4^ed' v 
quic'kjLy and econDmicall'y, .'i'y. | • ' fvv. . 

A general format foB typYn^ catalog . $ards ^sy i 



a. 



in*Figulte 27.'- . ' ^^'-^ . ^ / ^ 

\ * ' ^ ' ^ . ' ' '''^ . » t ' ' , 

A2. CATALOG CARD mLING . the Headqu^rtiers y.brary iisea^^/nfod^^ 

tic^ffW the Amet^c^n lAfcrary ^^socjLationi^^ ^ - 

• .^ndM(J)ok catalo^Nv Thd^ rul^s may li^ f<5^d//rr Volurjp'i^J^ ^; 
' — k ^od:talpg distribute^ to all Regionp' &i'a copy ih^^l^s ^ /'^^ 

be obtained from* the Headquarteirs^.library Cataidigxnig ^mitl ^'j'r^^' ' 



book 
may 

Howevel:,^a 9egional./*/Ar^a or Insu-lring Offlce^-^itira^y' may^>r|^ ^ -'"^"^ 
use ihe' standard American Library Associa.tidii 'rules for filiig ' 
catalog cards,, (See Chapter 17, Librk^y Or^anfi^atlbnal Glides it . ^ / 
A Selected •Bibliogr:aphy) " . \ , • ^'^"^'U' ' I 

CHAgiGE CA]^Dk?gt)OK POcj^S AND BOpK LABEU^ .1^^ ^ f 

at • QharKe" Cards/ -: HUD-75Q, Library fioo^'- Cartf'^( Figdr^^^^^ may ; ' ' > 

1 i)e '^equested^vfrpm Headapart^rs oft^A HUD*.XO- Rftrfu>«t for J. f ' % 

"Supplies and Eguipment. The 'ch^-rg^e 0^ Igook card s^iould' h^ve a ; • , , 

. the^call number, copy number', au,thor, and ,ti^le,^ k f . 

.m; / ly. Book pockets ( F4gure 29 ) may be ■ ob^ai^ied a^ny 4}.Drary ^- ^. , - 
; ''v' • supply firm. They are pasted oh tha^^^ck inside' Qpven of th^^'j'^^^ | ^ / 

yf ^ ^"b6ok:o.r pamphlet or on the ^f irst blank! flyleaf when,^ there i arfe ^ | ' 

^- ' ' % Aia^s'd^ oharts. For. ease. of idfenti^ication, ^ bool^^^^ pbdket \ > '\. j 

v^ay'-'ln.^^ bear, the classificaV<?n^at5?,vGa^^ 
4 \ :^ author^ and title of the ■ pubMcyatid/i/v v^-* i vs^\ , ; '^f*i^^' . . * 

^./r ' 'v.v ^QoX' labels ( Figure 30) are ayail.abie^ at* ]I'^|Wi^j'yu{)^^^ ' j /'^ 

/' moiiS,t'^sta-^ione-ry stores.. The' *classltiAatidn vfc :^ ^v/*^V: V 

J" - ort'/^the "l,abfel, and the labels secured to ^t)iej'M^^ of \ ' V 

thd^, book ^spifie. If i^he spiiie Is tbo ' n&r<^w,^^ a#^lx^^ ' ''\ ^ 

tq th^\ upper le^t hand ^corner of the. publib^%l^n..'^wTjhfe . . y^ ' * 

'.v. classijE;ic^tion number is also genei*ally wri:(i,'ten /oa'^l:]^ ver'sos^ V ' 
^ of ,the title page. Thus, if the label is damaged' oi^ rejrtgvedr' ^ 



\\\ 



the relabeling process is simplified. ^ ■■ / ..V' J 



.44. PERIODIGAL' ORGANIZATION AND CONTROL . ' A perip^iipal is her^ defined. 



a. '^ Organization . Periodicals, in tjie He adquart^ei^s; library, ^^a^^ V/ . / 



as a publication issued , twice a year or more o£ten: / ^ / > / /; 



Page 4-9 • ' ' ^ / ^'^^^l / 
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Rules for the Production of HUD Library' Catalog Cards 



-Call numbejj/ Start typing call numbef on the second lir* from the top of 
the card. Begin typing two spaces i^n from the lef't hand border^of the 
card. Keep the' left hand margin uniform for all lines of the call number; 

2. Margin for all catalog copy other than call number: Fix this margin by 

• moving to the right two spaces* beyond the'longest lirte in the call number. 

3. Author entry J Begin typing the name nf the author on the third line from 
the top of the card (on the same line with the second line of the call 
number). Start the author's name at the margin established in no. 2 
above ^ If the author's name runs to more than one line, indent the second 
and subsequent lines two spaces to the right of the first line. 

Title: Indpnt the title two spaces to the right of the margin esta^lshed 



6i 



9. 



In no. 2 above, 
out to the margi 



Bring the second and subsequent lines of this par^raph 

5. Collation: Indent the paging two spaces to the right of the margiij estab- 
I 11 shed in- no .• 2* above , ^ring' the second and subsequent lines of this 
paragraph out to the margin. 



^'Notes I Indent the "first line two spaces. Bring the second and isubseouent 
lines of this paragraph out to the margin. h' 

subject he'adings and added entries; Indent the first line two spaces.^ 
Bring the second and subsequent lines of this paragraph out to the iwargin. 
.Arabic and Rooitlp numerals are followed by a period and one space. When 
typing such entries as "U.S." or "U.K." do no-t leave any spaces between 
initials and* periods. However, leave two spaces before typing ^he .qepct 
word t^ffc^ollows, (e.-g., U.K. . BuiidJwig Research Stationt) Fo*ll9>*v the ' 
same procedure in typing proper names'^^t inclule i-nitials. Do hOi|,, 



space between thf initials and U^e^perJffefe tha follow thetr 
Simms, L.G,, jt. au.) 



(e.g.\,<r 



Copy which runs to two. cards: At the end of the first card, type* lllftege 
words: (Con't on next card). Position this on the right on the la,st\line 
on the first card, un the^* second card, repeat the call, number ex^tly as 
on the first card. Position the author entry la the ^arae place a^ • Q-jSf'Uie 
fffst card. Follow the first cquple/Of words in the title, i^ol^ wed 

by three perl^Hs the date taken froisKUie end of the paragraph iri, ( 
■whict\ the title is foun^l. On the second card^ the title follows <5n the 
■same line with the author entry, not dn a separate line. One the .rjL^ht 
ha?id ,end of the same lioe type these w^ds: (Card 2). If there is npt 
enou^ room on that line, type it,a£ the right on the next line, Th^n - 
^klp one Hneji before continuing typing'' the rest of the copy. 

Typing subject headings and 'added entitles at the top 'of cards: These 
'entries are typed on the lines at tlfte top of the first card. , Subject 
headilngs- are typed in all caps. Added entries are in upper and lower case 
As shown in the copy. If the entry is one line or less in length, ;typc it 
on the second line, from the top of the card -fc^ccita "the top line of the 
call number). Indent it t«lo spaces to the right of the margin established 
in no. 2 a^ovel If the entry will run longer than. one line, indent, the 
second ahd subsequent lines -two additional spaces to the right 'of thjB ^ 
first line. Move thifta^copy up on the card as necessary to fit it in. 
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Figure 27 

10. Treatment of initials in names of authors and others; In the author entry, 
dl> not put periods after initials in the name. Leave five spaces after 
each, initial instead. Do the same for names appearing at the top of the 
cards as added entries. (However, note that periods without et)aces follov 
• initials' of persons in the* added entry paragraph in the b6dy of the card.) 

11 r In call number, don't type lower case "L" --,it looks like the numeral one 
and causes confusion. Handscribe it on cards in black ink, like this,X 

12. When the following ab^>^viations appear in the subject headings Bibl«, 
Diet, Dir»=»r^t. — write the words oat in full when typing the subject 
headings on the tops of the cards*-- BIBLIOGRAPHY, DICTIONARIES, DIREC- ' 
TORIES. 

13. Wnen\the added entry "Title" appears, the typist is to pick up the title 
'from the copy and type the wording of the title ^t the top of the 

appropriate added entry card^ Do not put the woi4 "Title" at the top of 
the card. A title includes all words up to, but not beyond, a colon, 
semi-colon, or period. If in applying this rule the title exceeds- two 
'lines in length, refer title to HUD Library for a decision. 

14. When tjae added entry "Title" is followed by given wording, type this 
wording at the top of the ap^)ropriate added entry card. (e.g«. Title: 
Surface water in Illinois. Type only "Surface water i1i Illinois.") 

15. When the word "(Series)" appears in the tracings, it should be ignored 
when typing added entry cards that is, it appears in the body of the 
card but is not typed at the top of an added entry card. However, if 
the entry is "Series 1" follewed by given wording, type ^his wording at 
the top of tfhe appropriate *^dded entry card, 

* 

16. Be sure to distinguish between brackets and parentheses. 

17. Certain information given in the copy is not to be typed on the finished 
cards. This includes\inf'omiatlon''on holdings or in regard to open entry 
material. The cataloger (or librarian) will circle any informati on that 
is not to be reproduced by the typist. (e.g., (2c^ Q) ^ > 15p9) (c^]^^Ref)) 

18. Uumber of cards to make; Make four main entry cards (Central Office only), 
plus one card with each sui)ject heading and added entry typed at the top 
above the rest of the copy, (See samples) 
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Positioning copy on cardt: (Rules 1 - 7) 
Main entry card 



690.;::- 



Han5:teen, Ole Edvard. 

_ Ar.aly-i- of stress air.tribution in chear walls 
by the finite element dir]:.lacement method. Oqlo, 
'Jorwe^ian r-iil]ing Research Institute, I969. 

77- "In. (Oslo. Nor^ies Byggforskningsinstitutt. 
Reprint ifi^) 

Reprinted from': IV International Congress on 
the Application of Mat^^e^^alics in Engineering. 
The Application of Homputers i^n Puilding, Weimar 
19^7. Reports Vol. 1. 



1. Walls. 

I, Oslo, "orger 

II. Title. ' 



2, Strains and stresses, 
^?^&g^orskningsinstitutt , 



Typing subject headings at top of cards (Rule 9) 



Subject heading card ^1 



WALLS, 

HI 5a HariSteen, 01 o Kdvard.'' ' / 

Ar.alysir of Stress i i r + rihu ^ 1 nn in rhear wails 
-bv the fini"^^ element displac^er.er f * metbuO . Oslo, 
:;v^rwe/Tian Pi:il^in^ Pe-earbh, Tnrtl+ute. IQ^Q. 

7'^-".^p. (Oslo. Norres Pyrgf orskningsinstitutt , 
Reprint I60) 

Reprln^^^vf fyom: TV Tnfprr^^tior.al ^ongres^r on 
the Aprli 'ation of Xa th(^'m-i tir- s i r. Engineering. 
The April -at^;on -jf Computnrs in Puilding, Weimar 
1^^7. ReVorts Volt 1. 



1. Walls. 

I . Oc:lo. 'iorges 

II. Title. 



?. Strains and" stresses, 
^jp^gf nrrkningrinstitutt , 
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5^ 



Typing subject headings^ at top of card (Rule 9) 

4 

Subject heading card #2 



690^22 STRAINS AND STRESSES. 
H15a Hansteen, Ole Edvard, 

Analysis of stress distribution in shei^r walls 
by thet^ finite element displacement method . Oslo, 
Norwegian Building Research Institute, 196^. 

77-53p. (Oslo. Norges Byggf orskningsint:titutt . 
Reprint 160) 

Reprinted from: IV International Congress on 
the Application of Mathematics in Engineering. 
The Application of . Com^^uters in Building, Weimar 
1967. Reports Vol. 1. 

1, Walls. 2, Strains and stresse^^.. 

I. Oslo. Norges ^ Byggforskningsinstitutt . 

II. Titl». 

Typing added entries at top of cards (Rule 9) ^ 



AdRied entry card 



690.22 Oslo, Norges byggforskningsinstitutt, 
H^a Hansteen, Ole Edvard. 

Analysis of stress distribution in shear walls 
by the finite element displacement method . Oslo , 
Norwegian Building Research Institute, 1969- 

77'-83p. (Oslo. Norges Byggforskningsinstitutt. 
Reprint I60) 

Reprinted from: IV Interriational Congress»,on 
thev.Applicat}.on of Mathematics in Engineering. 
The Application of Computers in Building, Weimar 
1967. Reports Vol. 1. 

1. Walls. 2. Strains and stresses. 

I. Oslo. Norges Byggforskningsinstitutt. 

II. Title 
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Copy which runs to two cards (Rule 8) 
First card 



Martin, Darryl B 

Feasibility of an exclusive lane for bus«s on 
.the San Francisco-Oakland Bay Bridge, 
^acramento/ State of California, Business and 
Transportation Agency, Dept. of Public Works, 
Div, of Highways and Div, of Bay Toll . Crossings, 
1969. * ' . 

30p. 

To be presented^at k^th annual meeting. 
Highway Research Board, Jan. I97O. 

1, Transportation - San Francisco Bay Area, 
2, Journey to work, I. California. Div, . 
of Highways, (Cont'd on next card) 




Second card 



338 

(79^6) Martin. Darryl B Feasibility of an exclusive 
MI7 - lane for buses ,,, I969. (Card 2) 

• II. Title: Buses, III. Title, IV, Highway , 
Research Board, 
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Typing titl-^ at top of cards (Rule 9 for racing, Rlile 13) 

Title card . 

*• • " . 

Analy^:iG stress distribution in shear walls 
690.22 * by thetrlnite element displacement method. 
HI 5a HanGteen, Ole fedvard^ , 

Analysis of stress distribution in shear walls 
by the finite element displacement method. Oslo, 
Norwegian Building Research Institute, J. 969. 

77~83p. (Oslo^' Norges Byggf orskningsinstitutt . 
Reprirrt 160) 

Reprinted from; IV International Congress on 
the 'J^ppli.cation of Mathematics in Engineering., 
* ' - The Applic^ition of Computers in Building; Weimar 

1967. Reports Vol. 1. ^ 

• ' 1. Walls, r . • 2. Strains and stresses. 

I. OsIq. Norges Byggforsknings^institutt. 

II. Titl'e. ' ' " ' . 

Treatment of initials and spacing^ in adde^i entry (Rule 7) 



Added erary card #2 



590.22 U.K. Building 'Reseai*ch Station. 
Jfi6 Wood, R H 

^ ' A tentative design method for \\ie composite 
artion of heavily leaded brick, panel walls 
supported on reinforced concrete beams^-by R.H. 
Waod and L.G. Simms. Garstoh, Eng., Building 
Research Station, I969. 

6p. (U.K. Building pesearch StaticTn. 
Current paper CP 26/69) 

1. Walls. 2. Brick (^^^truction. -3. Concrete, 
Reinforced. I. Simms , G . , jt. au. 
II. U.K. Building Res^rch Station. III. Title. 
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Figure 27 

Treatment- of initials' in author's name (Rule lO) 
Main entry card 



690.22 • 

W66 W004, R 'h 

A tentative design method for the 'composite 
^ action 'of heavily loaded brick panel walls 
supported on reinforced concrete beams, by R.H. 
Wood and L.G. Simms.' Garston, Eng., Building 
Research Station, I969, ' . . 

6p, (U.K.^ Building Research Station. 
Current paper CP 26/69 

1. Walls, 2. Brick construction. '3. Concrete, 
Reinforced. I, Simms, L.G., jt. au. 
II. U.K. Building Research Station. III. Title. 



Treatment of initials in added entry (Rule"^10) 
' ' ' Added entry card #1 



690.22 Simms, L G jt. au . 
. W66 Wood, R H 

A tentative design method for the composite 
action of heavily loaded brick panel wallSv 
supported on reinforced concrete beams, by R.H. 
Wood, and L.G. Simms. Garsl^n, Eng., Building 
Research Station, I969. 

6p. (U.K. Building Research .Station. 
Current paper CP 26/69) 

1. Walls. 2. Brick construction. 3. Concrete, 
Reinforced. I. Simms, L.G. , jt . au . 
II. U.K. Building Research Station. III. Title. 
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" Figure 28 " 
HUD-75C^f Library Book Card 



711.73 A66 c:3 



Appleyard , Donald. 

The view from the road « 



DATE 


ISSUED TO 


9-13-73. 


S. Smith Rm. 1072 








10-4-73 







































US.DePAnTMENT OF HOUIINO ANDUHBAN DCVCLOPMCNT 

LIBRARY BOOK CARD 

HUD-7S0 (8-70) 
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Figure 29 
Book Pocket 



711.73 a66 C.3 > 

Appleyard, Qonald. 

The view from the road. 
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Book Labels 



728.13 
B13 



'Page 59^ ^ * 5/75 



2265.3 



arranged alphabetically by title. The "HUD Library 
Periodicals tist" contains all periodicals avail^O^g 
HUD Library as of March 1971. ^Field libraries may Hnd the 
■* lisi? helpful in establishing title entries, identifying 
publishers, and the like, 

b. Control , " There are several systems for periodical control and 
record keeping. The most commoh uses a visible card file such 
as the Remingtpn Rand Kardex or Demco Visible File, 

(1) The Kardex or Visible File is a metal file contaiTiihg 
a number of shallow drawers in which printed cardc are 
placed so only the lower ed^e, with the periodical 
title is. visible, ( Figure 31 ) 

(2) Kardex cards are available for daily, wee^lyi and 
monthly periodicals; (Figures 9 - ll) Ail periodicals, 
both purchased and free, are entered on these cards - 
daily and weekly by date of issue, monthly by date ■ 
received, ^ 

They m^y also contain acquisition(See Chapter 4f - ■■' 
Acquisition of Material, Paragraph !51| Periodicals), 
bindery, 'routing or other inf ormat]f.oTi , To route 
> periodicals , record. the names and room numbers'of the 
persons receiv^ing them regula^rly on the back of the card 
* ' or^on a routing slip attached to the. card, 

45. ORgANIZATION AND CONTROL OF LEGAL MATERIALS , in the Headquarters^ 
Library, legal publications are cataloged, in the same 

manner as the general material, and the catalog cards interfiled /" 
in the general card catalog, Clapsif il^alJion, however, differs; 
The designations '•'LAW (Law, Treatise), and "LAW R" (Law, 
Reference) are used on catalog cards, ,book cards, and book pockets. 
The spines of the legal books, with the exception of legal 
reference and treatises, a"^^ not labeled, 

a, Le^al periodicals should be entered in*' a visibly' card file^ 
with the general periodicals, but filed with the legal 
collection, 

b, ' Shelf Arrangement , For a suggested shelf arrangement of the 
V ^ legal collec^icrn, consults Chapter 6 1 Physical t)rganization 

^ of Materials, Paragraph 50, Legal Materials, ,^ *' 



46. 



ORGANIZATION AND CONTROL OF COMPREHENSIVE PLANNING REPORTS . 

a. Regional Methods , * In most HUD field libraries with establish- 
ed , Comprehensive Planning (7OI) Report collections, the 
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Vi-sible Card File " i ' • ^- ^ \j , 

, , , III I I ■ - J l ■ I I II M^M WIW 




Aaaarlcan Behavioral Scientist 



American Builder 



c.l 



'i' A merica n" Cit^ 



1 A»irlcan" City 



A7\erlcaa Clt^ 



J*- . ' - - T. r *■ 



JLTierlcan Cit;y" 



li 



„ 'I"' f ' ■ r ' T 'i' f "f 1 * I " I f "" i' 

American Otty ___ i c,5 . . 



>. American Cit7 \ ! ( ' 'cj ' »^ ' ' - ' ' r ' 




^ Ajierican Counci;^ 'on HJUucatioh. Fact Book on Highe 



American Concrete Inst^^itute^ ;! j6ur.n«V 



American Concrete Institute .Jn', I. 



T 



c.2 



"f — i^-i — I — I— T — r 
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reports are arranged alphabetically by state and within state 
by locality. To proviie subject and author approach, 
standard catalog cards may be prepared for each item with the 
geographic designation used instead of a' call number, In one 
Region, a subject arrangement with standard catalog entries 
was preferred by the program managers. Another used full* 
cataloging and. classification, integrating the reports with 
the general collection. 

The Headquarters Library formerly performed full cataloging 

and classification of 701 reports. Since 1971 » reports have 
been indexed on selected bibliographic data eleinents and re- 
corded in a computer system. From this are obtained two lists 
of reports, one arrang^ by geographic terms and one by title 
words (KWIC), . ^ 

(1) Tl>e KWIC {Ke.\rwQrd-in-Context) index is a permuted title 
keyword index which serves the user much as a subject 
ind^x. The KWIC index is comprised Qf an alphabetical 
arr^y of title entries, one for each significant word in 

a document title. The words of the title are so position- 
ed as to allow the keyword to remain 'in a constant posi- 
* tion relative to other keyi^ords .while the balance of the 

title is adjusted either to the left or right as space 
allows. The document title is repeated as' many times as 
^ there are title keywords, and each entry appears alpha- 

betically under its respective keyword, ^ 

(2) Listing the Comprehensive Planning Reperts began, as a . ^ 
* new feature, wi'th the November/December 1971 of "Housing 

and Planning References"^ The KWIC index was added with 
' the May/June 1973 issue. 

Of the more than 40,000 reports issued,/ 29, 000 are' listed 
in Volume I9 of the "Dictionary Catalog", and 7,000 under* 
the heading ••U,S, HUD. UPAP", The citations in Volume 
1-9 are arranged by geographic place name and KWIC index; 
those in Volume I7 are completely cataloged, 

47. ORGANIZATION mX) CONTROL OF MICROFORMS , There'are two main types 
of microforms: microfilm and microfiche, 

a, 35 mm microfilm contains at least one , page of matei!'lal p^r 
frame, 

b, Microfiche is usually a U x 6 filing card containing up to 
sixty or more pages of material, 

c, Reader/Printer , Both microforms-, of course , require a 
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■ mecha-niqal- reader foe viewing. It is best to obtaiti a ' . 

machin^^ that'handles bo th^ microforms., ' A reader/prirrEeir 
'; is more expensive but allows' a ^hafd copy to be printed- wi€h- 

out delay. . • * , • v / 

. d. ; User Response* . 'Many lib^rary users -dislike microforms ; also-^f 

color and certain" forme^ts^ cannot ire'produced-. / , - c 



e.*- Usefulness . Microforms ta^ be extreme|y- useful ln\a l^^brary, ) 

/ Periodicals, newspapers and eve» iegal materials stlch> as thB. J f ^ ' 
* ' Reporter Systems and Federal Regis\er ^re avg^ilali'l^e on miot(fA ^ 
film. Many research and technical repogrt&'may also bp .pb^ai^-j''" 
ed" in mid^oform, I'licroform' copies consqryie spa-pe. and'\^^de'jSi;e\ ^ 
' them in good condition. It "is reco mihe nd6|d ^*t ha^t"^ • e gi/np^ n'a'l am ^ ' - 
%. Area Office libraries begin building ^ niicroform'^ (^pilec|tiorT ^ 
and pui'chas^ a reader/printer, ^ / '^ - 'N ' 

« ■ . ^ , . ^ .^^ "'f * / 

*f . Catalogs' on microforms ^re available from Univ^r^si iy^icro-^-^ 

*films, 3^00 North 'Zeeb Road, Anji Arbor, Michigan '48j-06'.>. ' ^ f ^ • 

g. Cataloging, inf oi^mattion about microforms may be rer^^^cE^ .oti, j / \ f/' 
.■"^ .catalog' car'ds according to standarq^ procedures. "Ajfi acce^si^n ^ 
„ " number rather than\a classification numbe5^\may be used ^^o " ,"V 



identify .the microforms. 



f/V ..V, ^-v 

< U\- »i * ^ * 
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728 
:551.5 
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^728.1 
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728.1 
:333.63 
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Figure 32 






Filing Sequence 

/ " ■ : ' ^ 




728-' 
C65 


728 
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• 
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C653 . 
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C66 
i960 


728 , 
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1961 
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S52 
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.CHAPTER :6.. PHYSICAL ORGANIZATION OF MATERIALS 



48. GENERAL BOOK COLLECTION, If the general '<rollection is -organized 
by the personal or corporate author, tH^^sheJf arrangement is 
alphabetical. If the collection has bee^n'/fc;Lassif ied, the publi- 
cations '4re shelved by call number, ' / ^1. 



a. General filing instructions for the Universal Decimal Classi- 
fication numbers are as follows: 

(1) .* Call numbers are filed in sequence as shown in the 
following examples: 

(a) 728 Basic numbei? - indicates piain subject 
C21 Cutter number - indicates author 

(b) 728 Basic 
(^l) Parenthesis - indicates ^orm or geographic 
Bl6 {utter subdivision 

(c) 728 Basic 

:308 Colon - indicates continuation of main subject 
M25 Cy^ter or additional subject 

^ ' (d) ^728,1 Basic with decimal 

C25 Cutter 

(e) 728.1 Basic with decimal 
(368) Parenthesis 
F37 Cutter 

(f) 728,1 Basic with decimal 
/ ' . :21 Colon 

A3^ Cutter 4 

(g) 728,1 Basic Vith decimal 
"!368 Colon ■ . . 
(^y , Parenthesis ' 

'b68 Cutter ' ( Figure 32 ) 

(2) All numbers including those in parenthesis or following 
a colon ar4, filed as if they are decimal numbers. 

(3) Cutter numbers are fij.ed alphabetica^lly then decimally, 

b. Simplifi ed System , Regional, Area of Insuring libraries may \ 
wjish tb simplify this system even further. As indicated in 
Chapter 5f. Technical Organization* of .jMaterials, Paragraph' 39t 
Classification, a basic classif ication/ijiiniber or basic number 
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with decimal and a Cutter number may b6 sufficent to ade- ' 
quately identify a publication. If a geographic or form 
designation is desired, the appropriate, number may be added 
in parenthesis.. The Headquarters Library uses Dewey Decimal 
geographic and form numbers. 

Additional information on shelving material classified by the 
Universal Decimal System may be obtained from the Central 
Office Library. 

49« PERIODICALS , in the Headquarters Library are organized alpha- 
betically by title. The arrangement follows the arrangement in 
the Library of Congress' "New Serial Title's", with two exceptions. 
Acronyms and abbreviations are filed as words, letter by letter. 
U.S. corporate entries are filed under the fi'rst keyword after 
U.S. Department of Housing and Urban Development is filed in the 
letter *'H" Under Housing. Field libraries, having fewer peribdi- 
' cals than the Headquarters Library, may wish to^ group U.S. 
' entries together by filing them under, the letter "U". 

50. LEGAL MATERIALS . _ Each Regional and Area Counsel's Office should 
be consulted for recommendations on the physical arxungement of 
the legal collection. If no particular arrangement is specified, 
the 'following may be used. 

a. Legal Reference ' . 

« 

b. Legal Treatises 

c. Legal Encyclopedias 

Ji 

d. /^ Statutes at Lar^e 

e. Code Congressional' and Administrative News 

f. United States Codes 

g. Code of Federal Regulations 

h. Supreme Court Reporter ^ 

i. F'ederal Reporter , ' * 
j . Federal Supplement ' * 

k. Modem Federal Practice- Digest and ,Shepard*s Citations 
1 . State Statutes > 
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m. St'ate Digests 

n. National Reporter System (alphabetically arranged by title) 

0, Legal Periodicals ' - ' ■ * 

This list was*designed to include^ all types of leeal materials. 
Depending on individual requirements, Regional and Area Office 
collections will have only those Items needed to fulfil their 
functions. Infrequently used materials may be obtained^ on 
interlibrary loan from other nearby legal facilities. (See 
Chapter 8. Circulation, Paragrapli 63, Interlibrary Loans) 

To provide the most efficient and effecti^ve ^brary service, the 
^egal collection should be located with the general and other 
I ibrary collections. 

• ■ - 

COMHiEHENSIVE PLANNING REPCRTS in Headquarters Library are 'filed . 

^numerically by accession number. Field collections, organized by 
state and locality are fileci alphabetically by state anjl within 
sta.t6, alphabetically by locality, *■ 

OTHER materials ; such as folios apd vertical file pamphlets (See 
Chapter 3, The <:ollections, Paragraph I9, Organization) . , 
alphabetically by author or classified and arranged numerically ^ 
in the ?ame manner as the general colleetion\_ However, specially 
designed shelving may have to be ordered to accomodate these 
materials. If they ar^e shelved apart from the general collection, 
the designations VF (Vertical file) or Folio should precede the 
classification number, ■ 

Microforms are usually filed by accessi'on number and kept in suit- 
able cabinets. 
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Figure' 33 . 

HUD-336 

U. S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 
OFFICE OF THE GENERAL.COUNSEL . 

REQUEST FOft M/kTERIALS RELATING TO 
FEDERAL LEGISLATION 

(Submit in triplicate) 

T^: OHic« of Th« G«n«rol Counsel, Department of Housing and 
UrBmn b«v«lopm«nt« Washington, D. C. 20410 

Attention: L«gislotiv« R«f«r«nc« S«rvic« 

FROM: Region $ign«d by I 

J 

Dat«n^_i_ ' 



Pis 



nd oddittonal o^i«s c4 fhm fallowing: 



NUMBER OF 
COPIES 



NA^E OF PUBLICATION, INCLUDING ANY iDfENTIFYINO 
NUMBER. SUCH AS PUBLIC LAW NUMBER 



Roquost rocoivod by Uog'islotivo R«f«r«nc« S«rvic« . 



(Dale) 



Roquost fillod by_ 



(Same) 



(Date) 



21 8887-P 



HUD-Waah., D. C. 
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CHAPTER 7. REFERENCE SERVICE 

53» REQUIREMENTS , 'A thorough knowledge of Departmental concerns, pro- 
grams, and research as well as of the basic reference tools in 
the field is necessary to provide adequate 'reference service. 

' The librarian and/or technician should keep abreast of sigHifir 
cant issues related to housing and be aware of new developm^ents. 

SCOPE , Each Regional Office Library should provide maximum refer- 
ence service to its Regional, Area, and Insuring Office personnel. 
Outside requesters such as local public agencies, universities,, 
consultants, public groups, etc. should be'^ssisted as much ais 
.possible. However, limitations may be placed on the depth op: 
scope of service. A librarian may legitimately refuse to answer 
non-work related inquiries. When a reque.st is limited or refused, 
the requester should be referred to an appropriate source for 
assistance , 

55- TECHNIQUE . In responding to an inquiry, the librarian must first 
establish rapport with the requester. A library is judged not 
. only by the quality of its reference service, but by the manner in 
which that service is rendered. The librarian should be 
couorteous, patient and ur}derstanding. 

Secondly, the\^ibrarian should clarify the request as people 
rarely state their actual problem, but ask more generalized 
questions. Expert probing is necessary to. analyze and define a 
question before seeking its solution. If the problem .is technical^ 
the requester may assist by explaining difficult' terms or dis- - 
cussing related topics. If the answer to an inquiry cannot be 
found in the resources at hand,' the librarian may borrow the 
needed materials from another library (See Chapter . Circula- 
tion, Paragraph 63 , Interlibrary Loans) or refer the requester to 
a more likely information source, *A negative response with no 
further attempt at assistance is poor reference service. 

56, INFORMATION . SOURCES . A primary source on housing and related 
material is the Library Division's "Information 

Sources in ^iousing and Community Development", It contains infor- 
mation on other Library publications such as "Housing and Planning 
References", the bi-monthly index to current books, documents, 
periodicals, HUD and HUD sponsored publications, and Com{)rehensive 
Planning^Reports, specialized bibliographies like "The Built 
Environment for the Elderly and the' Handicapped", "Citizen and 
Business Participation in Urban Affairs" and the "HUD Library 
Periodicals List". In addition, there. are key reference and acqui- 
sition tools from a variety of organization^ and publishers with 
addresses and prices, as an aid to ordering. 
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a. Other libraries are excellent sources of assistance. 
Municipal reference, public, state, and university libraries 
mayy6^ willing to establish lending privileges in exchange for 
-HOT materials or a reciprocal loan agreement. (See Chapter 

8, Circulation, Paragraph 63, Interlibrary L(jans ; Chapter 4 
Acquisition of Material^. Paragraph 30, Gifts and Exchange) 

In seeking information, do rpt overlook local special 
libraries. Gale Research Company's '^Directory of Special 
Libraries and Information Centers** edited by Anthony T. Kruzas 
@ives geographic and subject listings of a wide variety of 
information facilities in the United States and Canada. 

b. - Regional and Area subject specialists are also useful informa- 

tion sources, particularly if you are trying to locate 
unpublished or soon to be pifblished data. 

57, LEGAL RESEARCH . To perform in-depth legal research requires 

extensive specialized knowledge. If such knowledge is required in- 
a Regional or Area library, it is recommended that the librarian 
obtain additional training from a local library school » law school, 
American Association of Law Schools, Department of Agriculture 
Gradua^^ courses .or other appropriate source. Suggested readings 
on this topic are listed in the bibliography. (Chapter 12) 

To request materials relating to Federal legislation such as 
public laws and recent committee prints, submit a HUD-336f 
**Request*for Materials Relating to Federal Legislation'* (Fl^e 
33), to the Legislative Reference Service, Office' of General . 
Counsel, Department of Housing And Urban Development, Washington, 
D.C. 204IO. V ^ ' 

Federal legislation mdy also be obtained by sending a self-address- 
ed franked envelope to the House or Senate/Oocument Room. At the 
' state level, state legislative reference libraries may be contact- 
ed for material. 
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, CHAPTER 8, CIRCULATION 
•> . ^ 

58., CIRCULATION PROCEDURES ' are designed to keep a record of the mate- 
rials on loan, Thls^ protects Government property and permits .the 
location of Items nol«on the shelves,. The HUD Library, uses the 
book card system, A book charge card Is filled out for each Item 
bbrrowe'd with the date loaned, the nan^e, 'room number and telephone 
number of the borrower, and the date due, ( Fleoire 28 ) The card 
Is then .filed by the call numbox, the author's last name. If the 
ltem>ls uncataloged, or by title. If a periodical, 

59. LOAN PERIOD , The Headquarters Library charges reserve books 

for one week, periodicals for two, and other materials for three . . 
weeks. The circulation period of law material varies. Reference 
books do not generally circulate while Comprehensive Planning Re- 
ports and Model Cities Pl&ns circulate to Depari,ment personnel 
only, 

■'60. ' OVERDUE MATERIAL , When an. item Is kept beyond the loan period, an 
overdue notice Is sent, ^ ( Flwre 3^) If the overdue Item Is not 
In demand by another requester, the loan may ,^e;:enewed for two 
weeks, Lost or damaged' library material shoula be replaced by the 
borrower, . ' ^ 

6l^, RESERVE MATERIAL ,' A requester may" obtain an Item charged to some- 
one else by placing a "reserve" on It, His name, room number, 
and telephone number are placed on 'the book card, and the publl- ' 
oatlon 4s senf ta him when It 'is returned. If the requested 
publication Is overdue^ the librarian should recall It Immedi- 
ately," 

* - The privilege of reserving library materials ^s extended only to 
Departmental personnel, • Outside requesters are usually Informed 
' cf the due date, and theyVmay request the material again, 

62„ INDEFINltE LOAN , Material required for constant use In an office « 
may be as&lgned for an Indefinite loan period, when requested 
with sufficient justification. An office hol(i||^ such material 
should make It available to other HL^D personnel!^ an urgent need 
} arises. Publication's on Indefinite loan remain library property ,^ 

and' are to be returned to the library when no longer In constant 
, use. 

( Figure 35 ) * . ^ 

63, INTERLIBRARY tOANS , Interllbrary loan allows libraries to borrow . 
■ books from' one another and expand their resources while avoiding 
needless duplication. The American Library Association has 
established interllbrary loan policies and procedures in a pam- 
phlet titled "General Interllbrary Loan Code", One free copy may 
usually -be obtained from library* supply houses, Interllbrary 
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Figure 34 



UNITED STATES GOVERNMENT 

Memorandum 



DEPARTMENT OF 
HOUSING AND URBAN DEVELOPMENT 



TO 



Cu\TE 



>ROM HUD LlbrAry, Rooi^ 8141 



In reply refer to: 

ASL 



SUBJECT: ^ Ovordu© Books, PoriodicAla 

The publicAtions lis tod bolow apo overdue <hd should be returned to the library , 
unleaa you have fur^ther need for thbm. 

Material checked Not Renewable has other 'requests waiting or has .been borrowed 
from another library. • ' 

Please return or renew books on or prior to date due, ae this makes them more • 
available to all, and saves the sending of nbtices. 



Publication" 



Date Date Not Please 

Borrowed Due Renewable Renew 




229021-P HUD-W.,h.. D. c. 
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MUO^M (7.M) 

UNITED, STATES GOVERNMENT 

Memorandum 



TO 



DEPARTMENT OF 
.HOUSING AND URBAN DEVELOPMENT 



date: 



Id rtply r*f*r*to: 

ASL 



moM 



HUD Library . Room 81^1 



tUBjEcr; ConfirmAtion of In<j,bflnit© Loan ^ ' ^ 

Attached ar© copies* of the records of publicationfl charged to you 
on indefinite loan. If they are not used regularly t?y your of floe.' 
we should appreciate their return to the Library. 

If you wish to retain these publications, please sig?! and return 
the copy of the charge card. 



22902D-P 



« HUO.W«ih., 0. C. 
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Loan Request^ Standard Form l6l ( pietire 36 ) is available from the 
Government Printing Office, Washington^ D.C. for $1.^0 per 
hundred. 



When borr^ 
points'? 



from other libraries, remember. the following' 



a. VeiAfy rcl^uest (author, title, etc.) before submitting. 

b. Pic!S»4ifr and return the material promptly. 

c. Don't borrow fxom one library repeatedly unless there is an 
■ understanding 'that you may do so.^ 

d. ' If you determine there will be a continuing need for a 

borrowed item, purchase it for your collection. 

e. Borrow only for official use. 



ever. 



The key to successful interlibrary Jloan is cooperation, 
library must be a5 willing to lend as it is to borrow.' 
interlibrary loan agreements should not be maintained ^t the ejc- 
pense of your own clientele. When possible, reproduce .articles 
rather than lenfling bound^periodicals .or one-of-a kind publica- 
tions. ^ Do not reproduce complete copies of copyrighted materials. 



ERIC 
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• " CHAFTEH 9. INFORMATION DISSEMINATION 

64. ADDITIONAL INFOHMATION ^-JO!JhCk: > in atiditioriyto its r^l'erence and 
ciraulation services, a library can disseminate information 
throUf.';h the following:,: ' • ' 

a. Special Subject Interest P ^ile - card file by subjedl or pro- 
ject with-names of interested staff members. Nevf mJterial is 
scanned and routed to 'appropriate personnel . 

b. Acquisition Lists - listings af all new ^ materials to be circu- 
lated re^larly to the staff. This list is usually ai'rang^ 
alphfibetically or by subject and may be annotatecj. ''Housing 
and Planning References" may also be used as an acquisition 
list with the RegionaL'or Area holdings indicated. Samples of 

Regional library lists may be found in Fi^^ure 37 • 
* » 

c. Ribl iop:raphles - selected reading lists on a specific subject. 
, To avoid unnecessary duplication of effort, the Central Office 

'Library will provide master .lists of all its published and un- 
. published bibliographies. 

d. 'Exhibits - displays on topi^^s of current interest. Coopera- 
tion with various program arr^'as on such exhibits can be 

_ njutually beneficial. • ^ ^ . 

e. flev Hook Disp-lays - select.ed nr^w publ ifons put on display 
fr>r a 1 imi te(5 peri^jd, usually o'nf-* wr^pk. I^ibrary users may 
examine and ref'.prve thf^ bnokf*. lor la^^nr usf^, 

f. Book RevlewL'. - prodncr-d tegijlarly ty the Headquarters Library 
for distribution to" Headquarters, Regional, Area, and In- 

surin^^ Officn pprsr;nnel. Thr^-/ are objective, lengthy reviews 
■ of f^urrr^n^ publ i 1 1 nns oonsidernd to be uf p;i rK r^il ar dntex- 
' ^ est to H'lL. staff. ( Fi^aire 38) . ; * ' . - 

^, hulletin ;^-oard - po'st nook ja-kets, publish^-rs' a.nnounce;nent s , 
and obher pfr+innn^ i n f\nrr>t i '-'n . ^ ,^ 

h. Posters - use tr pu«bl ici re 1 i 1 rary r^'sour^^es, sr-r/ir^^es, and 
locAtign, 

St Rff N^walptter - i ri pf i te.T.s or/ th^ lilrary, recent ricquisi- 
\ uTons; etc. should be a-regril^.r i^nrr, or appear as frequently 
as possible, 

. \ LibraA Inlr^rrr.a^ion rro^-huros - iniormaMnr about the library 
facilities and rnsuurcei^ fur di;::tribu tiuh to nuw oir.ployuec , 
outside reqvjpstorr, ^ thnr 1 ibrarles, e^-,c. ' • 
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. . ■ , * Figure? 37 ' 

Usting of Newl^*Acquired PubldLcationS - HUD Region VHI Library, Denver 
- ' ^ (Sample page shown below)* 

Dobyns, Henry F. * - , 

*• Peasants,^ power, and- app Lied social changes by Henry F. Dotjyns 
, B0verly Hills, Sage, 1972 237p. .(Social change)* 

*Edelman, Sidney - . ' * 

Search warrants and san i ta^lon ' i nspect ions-the new look in 
eilforcefnent. Reprint from American Journal of Public Health, ^ 

.Vol 58, No.* 5, May 1968. Wash., NAHRO, 1968., ( Law enforcement) 



Fa Ik, KarVL. , . 
Housl ng jkrob lems and tax policies: an international comparison. 
NAHf^O, I9i9. I3p. (Housing) - ""^ , 



Washi., 



Federal Poweff (Commission, , 

All electric homes in^the United States. 



Wash., GPO, 1971 (Housing) 



Fielding, Byrpn 

Home ownersjiip for low- income families, by Byron Fielding and others. 
Reprint fronj Journal of Hous I n^,-* Vol 26 No 6 (JuneV and No 8 
(Aug/Sep) 1969. Wash., 1969 24p. (Home ownersh i p ) 

Genung, George R. jY ^ * 

Publ i.c housing: success or failure? Reprint from George Wash i ngton 

■. Uaw Review, V&l. 39, No. 4, May 1971. Wash., NAl:^RO; 71, (Public^ 

'^^ hou s i ng ) • ** , ' 

Guthrie, Harold ^W. 

XhJ^.rpI© of earning rates in determining povert.y, by Harold W. (Buthrie. 
Wai^^h.", Urban lnsti,tute,. 1973. (Poverty) 

:v * 

Gr,0§n, "Lesl ie . • - . * 

Urbanization in Nigeria: a planning commentary, by Les I I e' Green . 

"Jlew^'York Ford Foundation; 19^2. 44p -(City planning 7 Nigeria) 



'Sgtman, 'Robert ^ ' * . ^ 

jLp^plB and bui Idings. ' New York, Basic, 1972. 47 I p . (Architecture) 

^ ". , « ■ ^ . 

t^jjge, Richard E. ^. , 

The better corpmunities act:' the c-ities speak. Wash., National 

League of Ci-ties, L3p. (Hoaxi ng I eg i s lat ion )ft 

Hatryi Harry P.' . • , . » " . " , 

^ l,ssues-*in productivity measurement for local governmehtt^. Wash., 
Urban 1 nstitute, 1973. (Municipa f government) ' , 



\ 



U.S. Depf of Health, Educalten and Welfare 

Charges fpr" care In nursii^ homes. Rockville, Md . , National 
' .Center for He§ I t'h Statistics, 1972 57p. (Nursing homes) 



» \ 
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> * III ii^ * * 



REGION II 



DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 

/REGIONAL OFFICE ^ 
26 FEDERAL PLAZAf NEW YORK, NEW YORK 10007 

/March 10, 1975- 



IN Rc^Lv ncFcn to 



HOUSING AND U'R BAN RESEARCH 



COMPILED BY 

THE REGIONAL LIBRAKY STA^ 



SELECTED 
CURRENT LITfcRATCJRS 



AahiDore; Richard D. and John B. McConahay. ' ^ " 

- Psychology and Americfa* a Urban Dilenmaa ^ yew York, McGraw- 



Bednar, Michael J, * * . 

Architecture for the Handicapped In Denmark, Sweden, and Hol - 
land; A Guideboojc to rtormalization .' Annjlrbor, University of 
Michigan, 1974,^ 4^6, 00, ~ 



Chandler, T^^ius and Gerald Pox, 

3000 Years of Urban Growth, New Ybrk, Academic Pf*ess, 197^* 
$^8,00, , ' 



Davidson, Harold A ' . , 

Housing Der„pnd; M^'^bjlPi No<^v1p^i r>y. ^*^pveTiT,ionftX V New ^ork, 
^•tan'Nostrand Reinhold Co,, 197;5. $17.00, 



Due Diligence in Real Estate trannactiona , 2 vols. New York, 
Practising Law Institute, 197^. $20,00, 



J Economic Consultants Organization, 

/ The Mobile Home; An Analyaia of Jts- Potential. Aa a Houaing Re- > 

source. Syracuse, N,Y,-, 1972, $8,00. ' 



Field, Donald R, , Jamea C, Barron and Burl P, Long, ' 

Vater-and Coitinunity Development: Social and Economic Perspec- 
tives , ^ Ann Arbor, Mich, , Ann Arbor Science Publiahers, 197^. 



ERLC 



\ 



. ^ Page I pf 4 *Y ' ' 

• UTFALO, NEW vl>RK 'CAMDEN. NEW JCRSCV • *N E ««J^ K .'^ S^J^^S. V .Vj C W VORK. NCff VoilK - tT^^^U. FUERTO n\CO 

Albany, Vcrk •MeWKIead, N^VVork , t • 
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Tour Orientation tou^s of library: fac^JLi^y for new employees 
\o acquaint them with library personnel and resources. 



o 
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REGULATIONS , "Under the regulations established pursuant to the 
"Freedom of Information Act", (PubliX Law 90-23, Public Infor- 
mation Act) HUD information and records are made available to the 
public. 

66. CIRCULAR 1610. 3A , " Provision of Information to the Public*^, 
states "It is the policy of the Department to make full and res- 
ponsible disclosure of its identif i-able records and information. 
Thus, although ■ certain types of records are not subject.'to the 
mandatory disclosure requirements of the Freedom of Information 
Act, eveij these shall be made available upon request unless there 
is need i^n the public interesi? to withhold th^m. Statutory 'pro- 
hibitions against disclosure, such. as 18 U.S.C. 1905i authorize 
withholding those records which are clearly subject to such pro- 
hibitions. Prompt response shall be made to every request of th,e 
public for information." ^. . 

67. REQUESTS OR COMPLAINTS . Non-work related inquiries ^tb jpjhlch you 
cannot comply should be referred to an appropriate sblirtfce for 
assistance. In handling requests for documents which are exempt 
from the coverage of the Freedom of Information Act, you should 

be guided by the provisions of Circular 1610. 3A and refer the 
requests to the designated Information Center Officer in each 
Regional, Area or Insuring Office. 
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CHAPTER lU. , STATISTICS 

68. PURPOSE , Every well-riin organization compiles facts and figures 
about its assets, progress, and volume^ of business. These statis- 
tics are used for management analysis and to justify budget and 
staff. ■ • ■ ' 

, 69. FREQUENCY . fn the Central Office, statistics of key library 

activities such as acquisitions, reference, and circulation are 
maintained on a monthly basis by every staff member. The form, 
Hi;D-63'Lihrary^ Statistics ( Figure 39 ), may be atlapted for 
Regional and Area libraries. 



/ 
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CHAPTER 12, LIBRARY ORGANIZATIONAL GUIDES: A SELECTED BIBLIOGRAPHY 

70. GENERA!. . 

American Library Association, A.L.A. Glossary of Terms . Prepared 
under the directioa of ^ the Committee on Library Terminology, 
by Elizabeth H. Thompson. Chicago, 19^3. 159p. (020 (03) 
. A52) $4 i 

Baltimore Regional Planniffg Council. A Report on the Organiza - " 
tion of the Regional Planning Council Library . Prepared by 
Teresa Romanowska- Lakshmanan. Baltimore, I969. 85p. (026 
(7526). B15r) . • 

<f 

Council of Planning Librarians. Planning Agency Library Manual . 
Eugene, Ore., 196^. 27p. (020 C68) $5 (Revised edition. 
Planning and Ugban Affairs Library Manual , also listed. #Iow- 
ever, this edition has valuable information not included in' 
the revision,) ' ' / 

Knight, Hattie M. T)ie 1-2-3 Guide to Libraries . 4th ed. 

Dubuque, Iowa, Wm. C. Brown, 1970. 84p. (021 K54o) $2.50 

Knobbe, Mary L. and Janice W. Lessell, ed. Planning and Urban 
Affairs Library Manual . Rev. Monti cello. III. , Council of 
Planning Librarians^ 1970. 82p.^ (026 K56) $10 
A revision of this publication should be available in June 
or July of 1975. 

Petru, William C. and Martha W. West, ed. The Library; An Intro- 
duction for Library Assistants . New York, Special -Libraries 
Association, I967. 79p"! (020 PZ?) $4 

Special Libraries Association. ''Objectives and Standards fox- 
Special Libraries", Special Libraries , Vol. 55, no-. 10, Dec. 
196^, pp. 672-680. 

Strable, Edward G., ed. Special Libraries': A Guide for Manage - 
ment, Rev, ed. New York, Special Libraries Association, 
/ 1975. lb6p'. (026 ^77 1975) $8 

^ Weiner, Be^ty H. Special Libraries: Planning and Operatio*n . 

Washington, D .C. , Educational Resources Informati'on Center, 
Clearinghouse on Library and Information Sciences, 1971. 3^p. 
(026 W24) $3.29 

71. PHYSICAL PLANNING . 

Brawne, Michael. Libraries: Architecture and Research /Library 

Buildings . New York, Praeger, 1970. l87p. (027 B71) $21.50 
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Calderhead, Patrica, ed. - Libraries for Professional Practice . 
London, Architectural ^ress , 1972. 127p. (026 C15) $11.50 

Lewis, Charles M, , ed. Special Libraries; How to Plan and Equip 
Them , New York, Special Libraries A"e social ion , 19^3. 117p. 

(026 L28) . . ' . 

Metcalf , Keyes, ^ Plannj.i;ig Arad/emic and Research Library Buildings. 
New York, McGrst/, I965. 4.-31p. (o?5 M??) $l6 \ ■ ' 

Mount,' Ellis, ed, Platining the Special Library , New York, 

Special Libraries Association, 1972, 122p, (025 M68) $7.50 

72. ACQUISITION OF MATERIALS . . 

Ford, St.ephen. Acquisition of Library Materials . Chicago, 

^American Librdty Association, 1973. 237p. (025.2 F67) '$9.95 

Melcher, • Daniel. Melcher on. Acqu i^ition . Chicago, American 
Library Association, 1971. l69p. r025.2^M25) $8' ' 

U,S, Department 0^ Housin-g and Urbqin Levelppment, , Library, 
Information Scfurees flih Housing and CgTimunity pevel jpmen ^ . 
Wash. , 1972. \f^^p. (72 9. .1 ('01 ^) H6>iin) (List:: key book, 
periodical and Til'T '^indir.;;^ giiTier: r.uch an .^ookr. in Print , 
y Staj^idard Periodica^' Din^ctory , etc.) Available free to W'^Z 
field ribrariesf 50^^ at Government, Println^.^ Office. 

Wulf ekoetter, Qtfrtrude. Acquisition Work; Processes Involved in ' 
Building Library Cp'llections . Seattle, University of Wash- 
ington Pre^g, 19^1 V ^^^'^P. '{020 WR5) $7.95 
•> . ' 

73. CATALOGING AND 'CLAS.IOIFIKATION ^ ' * 
\ — — '' ' — ^ 

American Library Association." An^^l o- Ame^l^^an Cataloging Pules . 

Prepared by the Am^ican Library 'Associat i^n and others.. 

North American te.xt, Chicago, 19^7. /^'^Op,, (Q2§.3 k57. 1^67) 
, $9.50; pap., $^^,50.* 

"Bloomberg, Marty and G. Edward Evans. Introduction to Technical 
^ Services for-Llbrary Technicians , Littleton, .Colo, , 
Libraries Unll'mited, I971 , 175p. '(OT'O B56) $8.50 

Dally, Ja^ E. V^^d Mil-dred . Myers . Cataloging for Library ' Technical 
- Assistaritg^ Wash., Communication Service Corporation, I969. • 

110.p. ro^.3-Bl'^) 
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Freeman, Elsa S, The Universal Decimal Classification in the U,S. 
Department of Housing and Urban Development , Speech at the 
United • States National Committee, International Federation fpr 
DocumentaCtlon , Subcommittee on the Universal Decimal Classl- 
flca^tlon, technical session, Deo. 4, 1969i Washington, D.C. 
Wash., 1969. lOp. (Available free to all HUD field libraries 
from the Central Off Ice Library , ) 

International Federation for Documentation. Universal Decimal 
, Clagaifica^tion , Abridged English ed. Prepared by the B.S.I, 
under the auspices of the International Federation fdr Docu- 
mentation (F.I.D.) and with the concurrence of the Lake 
Placid Education Foundation, New York. Jrd ed. rev. London, 
British Standards Institution, 196lu 2'54p- (B.S.I. Reports 
lOOOA; F.I.D. publication no. 289) (025-4 157) 

Mills, Jack* The Universal Decimal Classification . N'ew Brunswick, 

N.J,, Graduate "Schoor of Libraj^y Science, State University, 
^ 1964. 132p. (025.3 M45u) $6 

Osborne, Andrew D. Serial Pijblications . 2nd ed. Chicago, 
American Library Association, 1972. 

Seely, Pauline A., ed. ALA Rules for Filing Catalog Cards . 2nd 
ed. Chicago, American Librajry' Association, 196». 260p. 
(025.3 A52 1968) $2 . ^ . 

Wellisch, Hans. ^The Universal Decimal Classification^ A Programmed 
Instrtiction Coiirse . College Park, M(J., School of Library axKi 
Information Services, University of Maryland, 1970. 195p* 
(025.4 W25) $3-50 

Wynar, Bohdan S. Introduction to Cataloging and Classification . 
4th ed. Littleton, Colo.,; Libraries Unlimited, 1972. $8.50 

74. REFERENCE . ^ . 

Anderq, Mary Edba. 'Reference Servxc« xn Special Libraries'% 
Library Trends , Vol. 12/ no^. 3,^^ Jan: I964, pp. 390-404. 

Andriot, John L. Guide to U»S. Government Serials and Periodicals . 
McLean, Va., Dooiaments ifeex, 1962- . (351 (0I6) A52) 

• Council of State Governments. State Blue Books and Reference ^ 
Publications; A Selected Bibliography . Lexington, Kjr., 1972. 
70p. ^ . ' . 

Hutchens, Margaret. Introduction to Reference Work . Chicago, 
American Library Association, 1944. $4.50 
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Schmeckebier, Laurence F.. Ck)vernment Publications and Their Use , 
Rev. ed'. Wash. , Brookings Institution, I969. 476p. 0351 

X016) S23y $9.95 . 

U.S.' Department of Housit^ and Urban Development. '^Lit^jiary.' 
Information Sources In Housing and Community ^ aum^ixner.t . 

Wash,, 197?. Wp. (72^.1 (016} Hb6ir)) AvIuJ '.o HUD 



libraries; '5^/ a+. 'govern men t PrlLnting Office.y 



W^^nhell, Constan(^o ^^uide to He 



Chicaf^o, Am^erican Library Assoa 

(016) w/15 1967), ;ii5 



". erence fiooks . ^th ed , 
ation, 19^7. 7^1p. (O JO 
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WVn^j^ Hohdan S', , ed , Introduction jto Bibliography and Hefergn^o 
WoVk. ^(th ed. Littleton, Colo.^, Llbrarif^s Unlimited, ^9fb. 

IL'GAL RESEARCH . 

Amerinan Jurisprudence"; A Compreh^ensivc Text Statemen^^ 6£ Americarf 
''Case Law..,' Tnd. San FrancisW^ Hanqrof-t- Whl t*n*y Co., 

Ronheste.r, N."i'.,-The Lawyers Cox)t)erative Publishing 'Co. 196:' 

, (supplements) , (£?onsult FeAeiial Supply' Schedule lor 
price) 1 " . 

i ' 
Corpus Jurus Sgciy^du m; A qompl etf^-^^tatement t^f the L-ntire 

American Law as Develnpod by All^peported Caseo, St, Paul, 
Vept, '193*^ . 1 If V . Jcuppl'^mentr) ^(Consul + Federrjl ::upplv, 
Scfedul'e for^price.) 



16. 



Index to Legal Period t^als . Pronx,^ Y. , Wilson, 19 . Monthly. 
$•35 per ypar 



•Pot lack, Erwin H, Fundamentals of Le|gal Research ^ by J, Myron 
'Jacpbstein and Roy M. Mer^ky. ^tlh ed. Mineola, N^Y., 
Foundation Press. 1973. 565d. (|laW T P655fu) $12/ 



Prlcp, Mile? 0. and Harry Pitner.. ' Kfle^tlve Legal .Research . 3r9 
ed. Postcn, Little, Prown, I969. ' 503p.- 



TTo ^ 



ST ATISTIC S 



An.erican Lilirary Association. L^b ra ry S t a 1 1 5 t/i c g ; A H^ ndho ok o f ^ 
" Concppts, Def inition-s , and Tei:min'ology . Joel iJilliams, ed. 
Chicago r 19^^. t5.5^ ' t * 
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American Library Ae^^cciat ion . /National. Conference of Libra ry 
Statistics. Chicago 19^6. ' -pZ 



NOTE: HUD call numbers and orices^are 
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